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INTRODUCTORY  BROCHURE 


VIEW  THE  ORIENTATION  VIDEOTAPE 

This  tape  will  guide  you  through  your  first  look  at  the  Study  Guide  materials  in  this  package. 

THEN  READ  THE  YELLOW  PAGES  THAT  FOLLOW. 
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INSTRUCTORS:  Metro  New  York  (Manhattan),  Bernard  Fineson  and  Brooklyn  DDSOs: 

212-229-3146 

Western  New  York  (W.  Seneca)  and  Finger  Lakes  (Monroe,  Craig,  Newark)  DDSOs: 

518-473-6104 

EDUCATIONAL  TECHNOLOGY  SPECIALIST  (Statewide):  212-229-3146 
CSEA  EDUCATIONAL  ADVISOR  (Statewide):  800-253-4332 

DEAR  PARTICIPANT: 

Welcome  to  the  OMRDD/REACH/CUNY  Distance  Learning  Program!  We  are  very 
happy  that  you  have  enrolled  in  this  program  and  we  wish  you  every  success  in  completing  it. 
You  are  part  of  an  exciting,  cutting-edge  staff  development  project  that  will  receive  national 
attention.  Federal  funding  for  the  project  was  received  through  intense  competition. 

Distance  learning  is  the  wave  of  the  future,  and  OMRDD  plans  to  continue  this 
program  after  the  federal  funding  ends.  CONGRATULATIONS  on  being  selected  for  this 
program! 

This  package  contains  your  learning  materials  for  the  first  6 weeks  of  the  program. 

You  will  receive  a second  package  containing  the  rest  of  your  materials  towards  the  end  of  the 


first  6 weeks. 
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GENERAL  INFORMATION 

"WHAT'S  IT  ALL  ABOUT? " 

• The  program  is  for  OMRDD  Developmental  Aides  or  other  OMRDD  employees 
represented  by  CSEA  who  are  interested  in  making  a transition  to  the 
Developmental  Aide  job. 

• Upon  completion,  the  employee  receives  a certificate  from  the  City  University  of 
New  York,  a copy  of  which  is  placed  in  the  employee's  personnel  file.  This 
course  is  a non-credit,  staff  development  course. 

• The  purpose  of  the  program  is  to  provide  Developmental  Aides  and  transitional 
employees  with  practice  in  job-related  reading,  writing,  math,  and  problem- 
solving skills. 

• Participants  do  learning  assignments  using  e-mail  (All-in-One),  print  materials, 
and  videotapes.  Employees  who  have  access  to  personal  computers  (PCs)  will 
also  use  educational  software. 

• Each  participant  will  spend  4 hours  per  week  for  24  weeks  (6  months)  in 
independent  learning  activities  at  the  workplace. 

• The  learning  assignments  are  done  on  release  time  at  the  workplace.  That  is, 
OMRDD  is  releasing  employees  selected  for  the  training  from  their  job  duties  for 
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4 hours  per  week  so  that  they  can  work  on  their  distance  learning  assignments 
without  interruption. 

The  program  is  a self-directed,  self-paced  adult  type  of  training,  in  which  the 
employees  take  responsibility  for  completing  their  assignments  and  sending  them 
regularly  to  their  instructors  (see  below).  Each  participant  works  on  distance 
learning  assignments  for  a total  of  96  hours,  completing  assignments  according  to 
his  or  her  personal  style  and  pace.  There  are  no  grades  for  this  staff 
development  course. 

DDSOs  across  New  York  State  are  involved  in  this  program.  OMRDD's 
Workforce  Planning  Division  is  guiding  the  project.  Each  DDSO  has  formed  a 
local  team  to  run  the  program  in  its  own  region.  The  local  teams  have  recruited 
and  selected  the  employees  for  the  distance  learning  program. 

Each  DDSO  local  team  has  a team  leader,  often  the  Director  of  Staff 
Development  and  Training. 

The  program  is  conducted  by  a partnership  of  OMRDD,  Project  Reach  (CSEA 
and  GOER)  and  CASE  of  the  City  University  of  New  York.  Funding  is  provided 
by  the  U.S.  Department  of  Education,  and  matching  funds  are  being  contributed 


by  OMRDD,  CSEA  and  GOER. 
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BEGINMNG  THE  PROGRAM 

'TVE  BEEN  SELECTED  FOR  THE  DISTANCE  LEARNING  PROGRAM.  NOW 

WHAT?” 

• You  will  hear  from  several  program  staff.  First,  you  will  receive  a telephone 
call  at  your  workplace  from  your  CSEA  EDUCATIONAL  ADVISOR.  This 
person  will  introduce  you  to  the  Distance  Learning  Program  and  ask  you  for 
enrollment  information. 

• Within  a few  weeks,  you  will  hear  from  your  CUNY  DISTANCE  LEARNING 
INSTRUCTOR.  The  Instructor  will  discuss  the  contents  of  the  package  with 
you,  and  work  with  yOu  to  plan  to  do  the  assignments. 

• If  you  have  not  already  done  so,  you  need  to  work  out  a weekly  schedule  with 
your  supervisor.  You  need  four  different  days,  one  hour  per  day;  or  two 
different  days,  two  hours  per  day.  Which  days  will  you  choose  for  your  distance 
learning?  What  time  will  you  start  and  what  time  will  you  end  your  distance 
learning  session  each  day?  Your  Instructor  will  ask  you  for  this  information. 

• You  are  now  ready  to  begin  your  distance  learning.  You  will  work  according  to 
the  plan  you  have  discussed  with  your  Instructor. 

ERIC 
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You  will  send  each  assignment  to  your  Instructor.  This  will  be  done  by  e-mail  or 
regular  U.S.  mail.  If  you  use  regular  mail,  please  keep  a copy  of  your  work. 

This  package  contains  a three-ring  binder,  a set  of  distance  learning  assignments, 
a computer  reference  guide,  a study  booklet,  2 videotapes,  and  a writing 
handbook.  You  should  buy  some  educational  supplies,  including: 

- three-ring,  college-ruled  paper 

- pens  and  pencils 

- 3"  X 5"  index  cards 

You  will  either  use  e-mail,  your  lined  paper,  or  pages  of  the  learning  units  as  you 
do  your  assignments.  All  work  done  on  paper  of  any  kind  should  be  placed  in 
your  binder.  All  e-mail  files  should  be  saved  on  your  computer. 


NEXT  STEPS 

"WHAT  HAPPENS  NEXT? " 


You  will  take  an  assessment  lasting  about  an  hour  and  a half,  approximately  three 
weeks  after  you  begin  your  assignments.  Your  Distance  Learning  Instructor 
and/or  your  DDSO  local  team  will  tell  you  more  about  this. 

You  will  attend  a Videoconference.  At  the  Videoconference  you  will  meet  other 
participants  in  the  Distance  Learning  Program  and  complete  a learning 
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activity  together.  You  will  view  the  telecast,  get  a chance  to  see  what  your 
instructor  and  advisor  look  like  and  call  the  Albany  studio  with  questions  and 
comments  about  the  Distance  Learning  Program.  Your  Videoconference  will  be 
held  on^^. ' IS,  1996.  Save  this  Date. 

You  will  have  at  least  weekly  contact  with  your  Distance  Learning  Instructor. 
Please  contact  your  Instructor  by  e-mail  or  telephone  as  needed.  Your  Instructor 
will  initiate  contact  with  you  once  a week  and  will  call  you  back  or  respond  to 
your  e-mail  messages  as  required.  Your  Instructor's  role  is  to  work  with  you  to 
make  your  distance  learning  experience  a success.  You  will  discuss  your 
assignments  and  ask  your  Instructor  for  help  and  guidance  when  needed. 

You  can  contact  your  Distance  Learning  Instructor  by  e-mail  or  telephone.  Your 
Instructor  will  give  you  his  or  her  e-mail  address.  If  you  are  employed  in  Metro 
New  York  (Manhattan),  Bernard  Fineson  or  Brooklyn  DDSO,  the  telephone 
number  is  212-229-3146.  If  you  are  employed  in  Western  New  York  (W. 
Seneca)  or  Finger  Lakes  (Monroe,  Craig,  Newark)  DDSO,  the  telephone  number 
is  518-473-6104.  If  you  have  any  problem  contacting  your  Instructor,  tell  your 
Educational  Advisor  after  you  have  tried  twice. 

You  will  have  regular  contact  with  your  CSEA  Educational  Advisor.  This 
person  will  be  a resource  to  you  throughout  the  Distance  Learning  course,  and 
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help  you  plan  your  next  educational  steps.  For  example,  if  you  are  interested  in 
getting  a GED  or  taking  college  courses  through  the  CSEA/LEAP  tuition- 
reimbursement  program,  your  Advisor  will  give  you  information. 

You  can  reach, your  Educational  Advisor  at  800-253-4332.  Leave  a message  if 
your  Advisor  is  not  there  when  you  phone.  He  or  she  will  call  you  back  as  soon 
as  possible.  If  you  have  problems  contacting  your  Advisor,  tell  your  Instructor 
after  you  have  tried  twice. 

An  Educational  Technology  Specialist  is  available  to  help  you  with  any  problems 
concerning  the  use  of  e-mail,  terminals,  personal  computers,  or  videotapes.  The 
Educational  Technology  Specialist  may  be  reached  by  e-mail  or  telephone.  You 
will  be  given  the  e-mail  address  by  your  Instructor.  The  phone  number  is  212- 


229-3146. 


If  you  cannot  reach  your  Instructor  or  Advisor,  or  the  Educational  Technology 
Specialist,  please  contact  the  Director  of  Staff  Development  and  Training  at  your 
DDSO  for  assistance. 

In  six  weeks  you  will  receive  the  remainder  of  the  Study  Guide,  Units  25-105 
along  with  supporting  worksheets  and  videotapes  . From  these  Units  you  will 
choose  the  learning  activities  you  want  to  work  on  for  the  rest  of  the  Program 
based  on  your  own  needs,  goals  and  learning  style.  This  is  a big  packet,  the 
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Study  Guide  is  over  600  pages,  but  you  are  not  expected  to  complete  everything 
that  is  sent  to  you.  We  developed  this  much  material  so  that  everyone  will  have  a 
wide  selection  of  learning  activities  and  topics  to  choose  from  when  planning 
these  Individualized  Education  Plans. 


Your  final  packet  will  include: 


• Theme  Area  4: 

• Theme  Area  5: 

• Theme  Area  6: 

• Theme  Area  7: 

• Theme  Area  8: 

• Theme  Area  9: 

• Theme  Area  10 

• Theme  Area  1 1 

• Theme  Area  12 


Incident  Reports,  Part  2 
Individualized  Planning  Process 
Medications 

Communicating  and  Connecting  With  Individuals 
Managing  Daily  Living  Activities 

Improving  Productivity  and  Job  Efficiency  Through  Personal 
Development 

Preview  of  Direct  Care  for  Transitional  Staff 

Career-Related  College  and  Academic  Skills 

Planning  for  the  Future  and  Evaluation  of  Distance  Learning 

Course 


AGAIN,  CONGRATULATIONS  ON  BEING  SELECTED! 

WE  WISH  YOU  GOOD  LUCK  AND  MUCH  SUCCESS  IN  YOUR  EDUCATIONAL 
DEVELOPMENT. 


Sincerely  yours. 


Verna  Haskins  Denny 
Project  Director 


Susan  Brockman 
Technology  Specialist 


Charles  Nardino  Jenny  Dillman 

Educational  Coordinator,  Downstate  Educational  Coordinator,  Upstate 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  1 

Introduction  to  Distance  Learning,  and  Reflections  on  the  Relationship  Between  Direct 

Care  Work  and  Communication  Skills 

UNIT  1 

Overview  of  the  Program 


Joh  Context:  Overview  of  Distance  Learning  and  its  Relationship  to  Direct  Care 

Communication  Skills:  Understanding  Distance  Learning;  Using  Computers  for  E-mail  and 
Word  Processing  on  the  Job;  Reading  Comprehension 

Objectives: 

• become  acquainted  with  Distance  Learning  model  components: 

• computers 

• e-mail 

• regular  mail 

• telephone 

• video 

• paper  and  pen 

• understand  purpose  of  course 

• become  familiar  with  e-mail  and  word  processing 

• practice  using  regular  mail  and  e-mail  to  make  initial  contact  with  Instructor 


Materials 

• Introductory  Brochure 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 


Welcome  to  the  Distance  Leanung  Program.  In  this  unit,  you  will  be  given  an  overview 
of  the  program  and  go  through  the  steps  you  will  take  to  complete  a unit  of  the  Study  Guide. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  U and  Unit  # (Theme 
Area  1,  Unit  1).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

1.  Read  the  Introductory  Brochure. 

2.  Is  there  any  additional  information  you  need  about  the  program?  Are  there  any  questions 
you  have  about  the  program  you  would  like  to  have  answered?  List  your  questions  on  your 
looseleaf  page. 


Learning  Activity  2 

At  the  end  of  each  unit  there  may  be  supplementary  materials  (readings,  forms,  question 
sheets,  or  other  written  materials)  that  are  needed  to  complete  your  work  on  the  unit.  Read  the 
supplement  How  to  Use  the  Study  Materials,  located  at  the  end  of  this  unit.  Complete  the 
question  sheet  that  follows. 


Learning  Activity  3 

One  of  the  ways  you  will  be  communicating  with  your  Instructor  is  by  sending  him  or  her 
your  completed  assignments  by  regular  mail  or  by  e-mail.  This  Learning  Activity  will  give 
you  practice  sending  an  e-mail  message  using  All-In-One.  Please  refer  to  your  Reference 
Booklet  for  Using  All-In-One  E-Mail  if  you  run  into  any  trouble  or  want  to  refresh  your 
memory  about  the  procedure. 

If  you  do  not  have  access  to  All-In-One,  or  if  you'd  rather  wait  until  a little  bit  later  in  the 
program  to  begin  using  All-In-One,  you  can  complete  this  assignment  on  paper. 

A Distance  Learning  program  is  very  different  from  a traditional  classroom  in  that  the 
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Instructor  and  students  are  not  in  physical  contact  with  each  other  and  don't  get  to  know  each 
other  in  a direct  personal  way.  The  purpose  of  this  Learning  Activity  is  to  give  you  an 
opportunity  to  share  something  about  yourself  with  your  Instructor  so  he  or  she  can  get  to 
know  you  a little  bit  better. 

In  a paragraph  or  two,  on  the  All-In-One  E-Mail,  write  a brief  autobiographical  sketch  for 
your  Instructor.  You  can  include  anything  you  want.  Your  Instructor  will  send  back  an  e- 
mail  message  to  you  telling  you  a little  bit  about  himself  or  herself.  Note:  If  you  do  not  have 
access  to  e-mail,  use  pen  and  paper. 

You  may  want  to  include  information  on: 

• your  job 

• your  hobbies  and  interests 

• your  family 

• your  plans  for  the  future 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  instructor: 

Send  bv  regular  mail 

• Looseleaf  page  with  work  from  Learning  Activity  1 

• Question  page  from  Learning  Activity  2 
Send  bv  e-mail  (or  regular  mail) 

• Autobiographical  sketch  from  Learning  Activity  3 

Purchase  the  following  materials  (see  Supplement,  How  to  Use  the  Study  Materials): 

1 . Looseleaf  paper:  three  hole 

2.  Index  cards:  3"x5" 

3.  Pocket  Dictionary:  e.g.  Merriam-Webster  Dictionary 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


THEME  AREA  1,  UNIT  1 


Supplement 


How  to  Use  the  Study  Materials 

Purpose  of  Course 

The  purpose  of  this  course  is  to  help  improve  your  job-related  reading,  writing,  math, 
and  problem-solving  skills  so  that  you  will  be  better  able  to  complete  tasks  that  require 
these  skills  in  your  work  as  a Direct  Care  Worker.*  In  this  course,  reading,  writing,  math, 
and  problem-solving  are  referred  to  as  COMMUNICATION  SKILLS. 

Content  of  Study  Materials 

This  program  is  an  independent,  adult  learning,  self-paced  course.  The  Study  Guide 
is  divided  into  12  theme  areas.  Each  theme  area  relates  to  a work  task  that  is  part  of  the 
Direct  Care  Worker's  job. 

The  first  three  theme  areas  give  an  overview  of  Distance  Learning  and  provide  learning 
activities  for  improving  note-taking  skills  and  writing  incident  reports.  These  areas  were 
identified  by  employees  in  various  DDSOs  as  the  most  important  ones  to  be  included  in  the 
Study  Guide.  Therefore,  everyone  enrolled  in  this  course  will  complete  these  sections. 

The  additional  nine  theme  areas  cover  many  work  tasks.  (See  Table  of  Contents  for 
complete  list  of  topics.)  You  will  be  choosing,  along  with  your  Instructor,  which  of  these 
units  you'd  like  to  complete  based  on  your  own  interest(s)  and  needs. 

The  content  of  the  study  materials  was  determined  after  visits  to  a number  of  DDSOs 
across  New  York  State.  We  talked  to  many  Direct  Care  Workers,  supervisors,  habilitation 
specialists,  transitional  workers,  clinicians,  staff  development  and  training  personnel,  and  other 
administrators,  to  gain  their  insight  into  what  would  be  important  to  include  as  part  of  the 
learning  materials.  In  addition,  we  interviewed  Direct  Care  Workers  while  observing  them  at 


^Throughout  this  Study  Guide,  Direct  Care  Worker  means  Developmental  Aide. 
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work  to  determine  the  job  tasks  that  required  reading,  writing,  math,  and  problem-solving 
skills. 

How  to  Use  the  Study  Materials 

The  material  in  this  binder  is  the  Study  Guide  for  the  first  three  theme  areas  (the  first  six 
weeks).  You  will  be  receiving  the  remainder  of  the  study  materials  during  the  second  month 
of  your  participation  in  the  program. 

This  course  offers  you  independent  self-instruction  for  four  hours  a week  over  a six-month 
period.  We  recommend  that  you  divide  this  time  over  four  days  a week— one  hour  a day  for 
four  days.  The  Study  Guide  is  divided  into  separate  units  planned  to  take  approximately  one 
hour  to  complete.  If  one  hour  a day  over  four  days  is  not  possible,  please  note  that  it  is  not 
advisable  to  schedule  more  than  two  hours  at  a time  to  work  on  this  Distance  Learning 
Program. 

The  Distance  Learning  Program  is  a self-paced  method  of  learning.  Although  units 
are  planned  to  take  approximately  one  hour  to  complete,  it  may  take  you  more  or  less  time  to 
finish  a particular  unit.  You  may  choose  to  work  on  a unit  over  more  than  one  session.  If  you 
finish  a unit  before  an  hour  session  is  over  you  may  want  to  take  time  to  review  and  check 
your  work.  You  may  also  decide  to  repeat  a unit  at  a later  time  in  the  program.  All  adult 
learners  benefit  from  repetition.  As  they  say,  "Practice  makes  perfect!" 

After  you've  worked  with  the  program  for  a while  and  have  a sense  of  your  learning 
and  smdy  style,  discuss  with  your  Instructor  your  plans  for  the  number  of  units  you'll 
complete  during  the  time  you're  enrolled  in  the  program  and  how  you  plan  to  pace  yourself. 

You  are  being  given  release  time  by  OMRDD  to  participate  in  this  program  for  a six- 
month  period.  You  will  be  released  from  your  job  tasks  during  the  four  hours  a week  that 
have  been  allotted  for  this  program.  It  is  best  to  arrange  your  schedule  with  your  supervisor  in 
advance.  Choose  a quiet  place  to  work  on  your  study  materials.  Be  sure  you  have  any 
supplies  you  may  need  on  hand.  In  addition,  an  All-In-One  terminal  or  computer  and  a VCR 
should  be  accessible. 
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Other  Parts  of  the  Distance  Learning  Program 

In  addition  to  this  Study  Guide,  you  will  be  completing  your  Learning  Activities  using 
these  different  kinds  of  materials: 

1.  Videotapes:  Approximately  30%  of  the  units  use  a section  of  videotape  as  part  of  the 
learning  activity.  The  video  provides  scenarios  of  activities  and  events  in  an  OMRDD 
site  that  will  be  used  as  the  basis  of  reading  or  writing  activities. 

2.  Computer- Assisted  Instruction:  Some  of  the  units  will  use  educational  software  as  part 
of  the  Learning  Activities.  When  possible,  a paper  version  of  the  activity  will  be 
provided  for  those  Direct  Care  Workers  who  do  not  have  access  to  a free-standing 
computer. 

3.  The  Writing  Skills  Handbook:  by  Charles  Bazerman  and  Harvey  S.  Wiener  is  included 
with  this  packet. 

Some  units  may  ask  you  to  use  this  handbook;  also,  use  it  as  a reference  tool  as  you 
are  completing  the  writing  activities  in  this  Study  Guide. 

4.  All-In-One  E-Mail:  Most  of  the  units  will  ask  you  to  use  All-In-One  E-Mail  to 
complete  some  of  your  Learning  Activities  and  communicate  with  your  Instructor. 

We  encourage  you  to  use  e-mail  even  if  it  takes  you  a while  to  get  used  to 

using  the  system.  Being  fluent  in  the  use  of  a terminal,  computers,  and  e-mail  may  be 
important  for  your  job  development  in  this  position  and  in  future  positions. 

Introduction  to  Videotape  Materials 

About  30%  of  the  units  in  this  Study  Guide  will  use  a videotape  as  part  of  the  Learning 
Activities.  These  tapes  will  serve  as  a basis  for  the  reading  and  writing  exercises.  Most  of  the 
tape  segments  come  from  OMRDD  tapes  of  observations  and  interviews  of  Direct  Care 
Workers  on  the  job. 

Keep  in  mind  that  viewing  these  videotapes  will  be  different  from  viewing  the  commercial 
tapes  you  may  rent  from  a video  store.  For  example,  the  sound  may  not  always  be  perfect. 

On  occasion  it  may  sound  muted.  Don't  worry  when  this  happens.  It  is  not  a technical 
problem. 
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On  occasion  it  may  sound  muted.  Don't  worry  when  this  happens.  It  is  not  a technical 
problem. 

Each  tape  is  divided  into  a number  of  segments.  Usually  a particular  unit  will  ask  you  to 
view  one  segment.  A time  code  is  provided  on  the  upper  right-hand  comer  of  the  videotape. 
The  time  code  you  will  see  on  the  screen  is  divided  into  four  parts,  for  example  01:  03:  05: 

42.  The  first  two-digit  number  is  the  hour,  followed  by  the  minutes,  seconds,  and 
milliseconds.  The  time  code  you  will  see  in  your  Study  Guide  only  contains  the  hours, 
minutes,  and  seconds  of  when  the  segment  begins  and  ends.  For  the  example  given  above,  you 
will  see  the  following  in  your  Study  Guide:  01:  03:  05.  You  will  be  given  instmctions  in  this 
Study  Guide  for  finding  the  beginmng  and  ending  of  specific  segments. 

Some  segments  may  have  more  than  one  section.  This  is  because  we  often  combined 
footage  on  similar  topics  from  different  OMRDD  tapes.  You  should  see  a brief  blank 
screen  between  sections  of  segments,  but  it  is  easy  to  differentiate  between  a segment  and  a 
section  because  the  beginnings  and  ends  of  segments  are  clearly  marked  with  the  words 
"Beginning  of  Segment  #"  and  "End  of  Segment  ff  . " 

Suggestions  for  how  to  view  a particular  videotape  segment  are  provided  for  each  unit. 
However,  feel  free  to  modify  our  instmctions  to  meet  your  working  style  and  needs.  There  is 
no  need  to  watch  an  entire  segment  if  you  feel  you've  already  gotten  the  information  you  want 
for  the  purpose  of  the  Learning  Activity.  Rewind  and  fast-forward  as  much  as  needed  and, 
unless  you  are  asked  not  to,  take  notes  while  you  watch. 

One  last  point  of  information.  This  taping  was  done  some  time  ago.  Some  of  the 
terminology  and  language  may  not  be  up  to  date.  For  example,  some  of  the  Direct  Care 
Workers  on  these  tapes  refer  to  their  clients  as  "kids"  even  when  they  are  adults.  We  will  use 
the  term  "individual"  throughout  this  Study  Guide. 

Materials  to  Purchase 

You  will  need  to  purchase  the  following  materials  to  use  in  the  Distance  Learning 
Program: 

1 . Looseleaf  paper:  three  hole 
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2.  Index  cards:  3"x5" 

3.  Pocket  Dictionary:  (e.g.  Merriam-Webster  Dictionary) 

Communication  with  Your  Instructor 

You  will  be  assigned  an  Instructor  who  will  communicate  with  you  using  telephone,  mail, 
electronic  mail,  and  teleconference.  He  or  she  will  work  with  you  in  developing  your 
Individualized  Learning  Plan  for  the  program.  The  Plan  will  specify  learning  goals  and 
specific  reading,  writing,  math,  and  problem-solving  skills  on  which  you  will  concentrate 
during  each  quarter.  Your  Instructor  will  also  correct  and  return  your  work  to  you  by  regular 
mail  or  e-mail. 

The  Instructors  will  be  based  at  two  sites.  The  New  York  City  DDSOs  (Bernard  Fineson, 
Brooklyn,  and  Metro  New  York)  will  be  served  by  Instructors  housed  at  an  OMRDD  site  in 
Manhattan.  The  Upstate  DDSOs  (FingerLakes  and  Western  New  York)  will  be  served  by  an 
instructional  staff  at  an  OMRDD  site  in  Albany.  The  Educational  Coordinators,  who  will  be 
supervising  the  instructional  teams,  are  as  follows: 

New  York  City:  Charles  Nardino,  (212)  229  - 3146 
Upstate:  Jenny  Dillman,  (518)  473  - 6014 

In  addition,  you  will  also  be  contacted  by  a CSEA  Educational  Advisor  who  will  make 
telephone  appointments  with  you  to  provide  advisement  by  telephone.  Our  technical  support 
person,  Susan  Brockman,  is  available  to  assist  you  by  phone  or  by  e-mail  with  any  technical 
problem  you  may  have  using  the  All-In-One  system,  the  video  component,  or  computers.  She 
can  be  reached  at  (212)  229  - 3146.  Please  refer  to  "A  Brief  Reference  Manual,"  provided 
separately. 


Name 


THEME  AREA  1,  UNIT  1 
How  to  Use  the  Study  Materials 
Questions 

These  questions  are  based  on  the  Supplemental  Reading,  How  to  Use  the  Study  Materials. 
Feel  free  to  look  back  at  the  passage  if  you  need  to  when  answering  the  following  questions. 

1 .  Have  you  ever  participated  in  a program  that  has  the  same  two  purposes  as  the  Distance 
Learning  Program?  If  so,  did  you  find  it  helpful? 


2.  How  do  you  feel  about  working  on  a program  that  is  self-paced  (where  you  can  take  as 
long  as  you  need  to  finish  a unit)?  Please  write  some  of  your  comments. 


3.  Which  of  the  different  materials  that  are  included  as  part  of  this  program  would  you  like  to 


4.  Are  there  any  you  would  not  like  to  use?  Why  not? 


5.  What  will  your  schedule  of  release  time  be  to  work  on  this  program  ( e.g.  Monday, 

Thursday,  Friday,  and  Saturday  from  12  - 1)?  If  you  haven't  worked  out  a schedule  yet, 
check  with  your  supervisor  about  what  would  be  best. 


6.  List  any  questions  you  still  have  about  how  to  use  the  study  materials  here.  Your 
Instructor  will  answer  your  questions  when  he  or  she  contacts  you  next. 


Please  provide  the  following  information,  which  is  given  on  the  last  page  of  the  supplement. 

Instructor's  Location 

Name  of  Coordinator 

Coordinator' s Phone  Number 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  1 

Introduction  to  Distance  Learning,  and  Reflections  on  the  Relationship  Between  Direct 

Care  Work  and  Conununication  Skills 

UNIT  2 

Your  Goals  for  the  Program 


Job  Context:  Relationship  Between  Direct  Care  Work  and  Communication  Skills 

Communication  Skills:  Improving  Writing  Skills;  Review  of  Different  Responsibilities  of 
Direct  Care  Workers;  Reading  Comprehension 

Objectives: 

• recognize  job  tasks  that  require  reading,  writing,  and  math 

• practice  writing  responses  to  specific  questions 

• review  different  aspects  of  Direct  Care  Work 

• review  reporting  requirements  for  worksite 

• skim  written  material  about  Direct  Care  Workers 

• understand  technical  vocabulary  through  context 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  the  last  unit,  you  were  given  an  overview  of  the  Distance  Learning  Program.  Now,  in 
this  unit,  you  will  determine  your  individual  goals  for  this  program:  What  would  you  like  to 
accomplish  over  the  next  six  months? 

You  will  also  have  an  opportunity  to  think  about  Direct  Care  Work  and  identify  job  tasks 
that  require  reading,  writing,  and  math. 
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Learning  Activities 


Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  1,  Unit  2).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  expereinces.  Any  information  you  give  will  be 
kept  confidential. 

We  encourage  you  to  complete  all  of  the  work  for  the  Learning  Activities  in  this  unit  on 
the  All-In-One  E-Mail.  If  you  are  new  to  e-mail,  it  may  take  you  some  time  to  become 
familiar  with  the  system  and  you  may  need  more  time  to  complete  these  Learning  Activities. 
That's  okay.  Complete  as  much  as  you  can  in  your  hour  session. 

Learning  Activity  1 

Why  did  you  enroll  in  this  program?  What  are  your  goals?  What  do  you  hope  to 
accomplish  in  the  next  six  months? 

In  a brief  paragraph,  write  the  answers  to  these  questions.  Use  complete  sentences.  This 
exercise  will  help  you  when  you  decide  which  parts  of  the  Study  Guide  you  want  to  focus  on 
(writing,  reading,  math,  or  specific  topic  areas,  such  as  medication,  or  communicating  and 
connecting  with  individuals).  It  will  also  give  important  information  to  your  Instructor  that 
will  be  useful  in  planning  your  Individualized  Learning  Plan. 

Learning  Activity  2 

1.  There  are  many  tasks  completed  by  the  Direct  Care  Worker  that  require  reading,  writing, 
and  math  skills.  From  your  experience  on  the  job,  what  are  some  of  the  job  tasks  you  do 
that  require  these  skills?  Make  a list  of  all  the  tasks  you  can  think  of  that  involve  even 
the  smallest  amount  of  reading,  writing,  or  math.  If  you  are  not  yet  a Direct  Care 
Worker,  are  there  any  tasks  that  you  do  on  your  job  now  that  require  these  skills? 

2.  As  a supplement  to  this  unit  is  a list  of  the  Core  Tasks  and  Standards  (Section  3 of  the 
OMRDD  Annual  Performance  Evaluation  Form)  for  the  Direct  Care  Worker.  Skim  this 
list  to  see  if  you  left  out  any  job  tasks  that  require  reading,  writing,  and  math.  Add  them 
to  your  list. 

3.  Think  about  the  following: 

• Were  you  able  to  identify  many  tasks  that  required  reading,  writing,  and  math? 

• Were  you  surprised  that  there  were  so  many  work  activities  that  used  reading, 

writing,  and  math? 

• Has  this  changed  your  perception  of  your  job  and  its  responsibilities? 
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Learning  Activity  3 


Sometimes  specific  sites  and  individuals  have  different  reporting  requirements.  The  Direct 
Care  Worker  is  often  involved  in  meeting  these  reporting  requirements.  Answer  the 
following  questions,  using  complete  sentences. 

1.  Are  you  aware  of  any  special  reporting  requirements  in  your  worksite?  If  so,  what  are 
they?  What  is  it  that  makes  the  individuals  [who  the  special  reporting  is  required  for] 
special? 

2.  If  you  are  not  aware  of  any  special  reporting  requirements  at  your  worksite  see  if  you  can 
find  out  this  information.  What  steps  did  you  take  to  find  it  out? 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• All  of  the  work  from  Learning  Activities  1,2,  and  3 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


- * . Supp<  etnent 

-CORE  TRSKS  M3D  SXANUMgS 

1.  PERFORMS  DOTIES  IN  A OOMPETENT  MfiNNTO;  DEMCWSIRMES  A CLEftR  KHOWLEPg  OF  ~ - i 

JCB  DOTIES  AND  RES>0MSIBILIT1ES  AS  OOILIMg)  IN  MED.  P.O.»  mFECaiCM 

CJONIRM./  AND  NDRSING  POLICY  PROCEDORAL  MANOftLS.  . . . • 

A-  ADL  PROGRftMS/PERSOtJM.  HYGIBiE  . J . * -- 

Insiures  privacy  is  mintained/ trained  in  toileting/  showering/  dressing. 

Provides  training  and  assistance  as  needed/  in  dressing/  showers/  brushing 
teeth/  conbing  liair/  shaving/  toileting/  menstrual  care. 

Individu2Lls  clothes  are  neat/  fit  properly/  are  clean/  stain  free  and  changed 
as  necessary. 

Individuals  are  dressed  appropriately  for  weather. 

Nails  (finger/toe  nails)  are  kept  clean/trinnied/filed. 

B-  BCME  ENVIRONMENT  DOTIES/1?OOTINES 

Provides  training  and  assistance  in  care  of  environment  including  bed  making / 
wardrobe  care/  sorting  clothing/  wiping  tables/  sweeping/mo^ing / putting 
materials/su^lies/possessions  away. 

Provides  training  in  simple  domestic  tasks  as  making  beverages/  pouring/ 
making  a lunch/  using  a vending  machine/  doing  laundry/  etc. 

Insures  home  environment  is  neat  and  clean/  linen  and  gartsage  are  properly 
disposed  of/  plastic  .bags  in  receptacle  are  present. 

Soiled  clothing  and  linen  are  kept  off  the  floor  in  covered  receptacles  (laundry 
bags/hampers ) . 

Bedroom  areas  are  kept  neat  and  clean/  i.e./  beds  made/  clothing  put  away/ 
curtains  hung/  odor  free. 

Bathroom  areas  are  kept  neat/  clean  and  free  of  odors;  insures  toilet  paper, 
soap  and  paper  towels  are  available. 

Mopping/sweeping  is  performed  as  necessary  and  as  assigned. 

Clothing/linai  rooms  and  Wcurdrobes  are  kept  in  order  and  cleaned  as  assigned- 

Wbrk  orders  are  written  or  LDM/CRD  informed  as  necessary  of  broken  fismiture#  • 
wardrobes/  equipment/  etc.  ~ - r 

Activity  si:ipplies  are  kept  in  order  and  cleaned  as  assigned  and  prq»r  staff 
informed  of  any  needed  supplies. : 

S . .. 

ADL  supplies  are  kept  clean/  stocked/  date/marked  as  policy  states  and  as 
assigned. 

Clothing  is  marked/  inventoried/  condemned  as  assigned. 


r 


o 
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CORE  TftSKS  MO  SIMiDMgB  - 


1-  PERFORMS  DOTIES  IN  A COMPETENT  MANNER;  DBUNSXRA3ES  A CLEAR  wanwr.Fnfig 

JOB  DOTIES  AND  RESPONSIBILITIES  AS  OOTLINED  IN  IffTI:-  AEM./  P.O.  / INPECTTCW  " 
OONTMM./  AND  NDRSING  POLICC  PtCCEDORAL  MANOALS  gyrP1MilM>  -•  . Z~F:-  i 

Bl.  DOMESTIC  NEEDS  - - 


Demonstrates  infect!^  control  knowledgs  in  a<np«»<-h.«j  of  houselce^ing 
training  and  routines  (handwashing/  disinfecting  surfaces/  etc.). 


Conpletes  necessary  routines  to  assure  individuals'  hosie  is  cleaii'and 
sanitary  to  include  cleaning  of  coninon  areas r as  veil  as  specialized 
routines  that  are  seasonal.  Provide  training, to  individual  residents 
as  their  programs  dictate. 


Conpletes  necessary  routines  involved  with  meal  planning/  cooking  and 
clean-up;  provides  training  to  individual  residents  as  their  programs 
dictate. 

Completes  laundry  routine;  provides  training  to  individual  residents 
as  their  programs  dictate. 

Conpletes  necessary  shopping / including  groceries/  clothing/  sundries/ 
etc. ; provides  training  to  individual  residents  as  their  programs  dictate. 

B2.  BOME  ENVIRONMENT 

Conpletes  needed  routines/tasks  to  assure  a safe,  hazard  free  physical 
Ihome  environment  including  lawn  mowing/  snow  cenoval/  garbage  disposal/ 
window  washing/  cleaning  the  garage/  washing  the  van/  etc. 

C.  f DINING  PROGRAMS 


Programs  are  being  followed  as  written  for  each  individual/  with  individuals 
being  trained  to  be  as  independent  as  possible. 

Socialization  being  followed  through/  interaction  takes  place. 

Independence  in  all  phases  of  dining  programs  is  encouraged  as  much  as  possible. 


Provides  assistance  as  necessary  in  regards  to  maintaining  a clean  CTvironment/ 
i.e./  mopping/sweeping/  wipes  off  tables  and  chairs  in  ^e  dining  area. 

Knows  diets/  allergies/  adaptive  equiponent  of  eissigned' groups. 

; Any  soiled  linen  is  properly  covered  in  r^eptacle  (lamdry  bag/hanper ) . . 

. D-  LK.IrittKg  PROGRAMS/ACTUrri'iHS 

.Follows  established  RT  Calendar  for  assigned  groi^;  flanges  activities  as 
needed  or  as  weather  dictates/  etc. 


Insures  that  activities  are  functional  and  are 
in  leisure/social  skills. 


age  appropriate/  trains  individuals 


I 


Encourages  choice  and  independence. 


o 

o 
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BEST  COPY  AVAILABLE 


1. 


CORE  TASKS  MTO  SZABDABOS 


PERFORMS  DUTIES  IN  A OOMPEi'iJCT  MANNER;  I^rM«7lRATR<;  A fT.FAR  gMOWri’T>rae  OP 
JO&  DOTIES  AND  RESPONSIBILITIES  AS  OOILINED  IN  MH).  ADM./  P.O./  INFECriGN 
OONIRCX./  AND  NURSING  PCX.ICY  PROCEIXJHAL  MANOALS  rrwmanm  T" 


E-  OCMMEiaiTT  ACTIVITIES/SOCIAL  ACTIVrrTTg; 

Coinnunity  activities  are  fimctional/  age  appropriate  and  planned  in  advice. 

Individuals  well  being  is  always  maintcd-ned/  residents  are  supervised/ .individuals 
are  trained  in  appropriate  social  behaviors. 

Van  is  cleaned  after  each  activity/  garbage  disposed  of/  problems  reported 
to  the  supervisor. 

P-  HEALTH  CARE/FIRST  AID/INFBCTION  OOKEBOL 

Oversees  the  general  health  and  medical  care  of  individuals  on  a daily  basis. 

Pours  and  paisses  medication  according  to  WSDDSO  policy  as  assigned. 

rj Trains  individuals  in  Self-Administration  of  Medication  (S.A.M.)  as  individual 
programs  dictate. 

Administers  treatments  according  to  WSDDSO  policy/  assuring  privacy  and  sterile/clean 
technique. 

Accompanies  individuals  to  and  fran  medical  appointments/  provides  information 
as  requested/  assures  record  is  available. 

Assists  and  responds  to  any  emergencies. 

Provides  immediate  minor  first  aid/  i.e./  cleans  woimds/  replaces  bandages/ 
etc. 

Insures  that  equipment  meets  infection  control  standards/  i.e./  ADL  supplies 
kept  clean/  separate/  use  of  "red  dot"  as  policy  dictates. 

PI.  Provides  an  accurate  count  of  adl  medications  from  pharmacy. 

P2.  Conpletes  tele^ione  orders  for  medications/  documents  and  insures 

appropjriate  forms  are  forwarded  to  physician/  nursing  consultant/  etc. 

P3.  Provides  CM.  dcpcumentation  as  appropriate. 

P4,  ACES  AS  MEDTCAT.  T.TAT.STW 

Maintains  inventory  of  needed  medicsd  supplies  (eg./  bandages/  peroxide/ 
etc.);  insures  that  an  adequate  supply  of  medicatiOTS  is  maintained; 
utilizes  individual's  Medicaid  cards/  vouchers  to  detain  needed  suj^lies. 


ERIC 
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BEST  COPY  AVAIL/'” 


I r 


CORE  TASKS  AMD  SEfllB3Aia3S 


!•  PERFORMS  DUTliaS  IN  A OOMPEXtUT  MAHHER;  IffiMONSroA'TR?^  A fT^-WVR  EMraar^rogB  pp 
JOB  DOTIES  AND  RESPONSIBILITIES  AS  ODTLINED  IN  MED.  AEM.  / P.O.  / IMFBCTTrM 
CCMTROL/  AND  NURSING  POLICY  PpnrRnqRM,  MANORLS  nrrniNDED  - - -i 

F4.  ACTS  AS  ffiPICAL  LIAISCM  OONTTWiBn  . . . - 


Schedules  medical/  dental  anointments,  maintains  the  medical '^Ointment 
calendar,  assures  that  all  staff  are  aware  of  appoi pt^pnt  dates  and  > 
times.  Routinely  interacts  with  ccmmunity  health  care  providers,  clarifies 
questions  regarding  the  health  status  of  the  individual.  Acts  as  ; liaison 
with  nursing  consultants  to  insure  adequate  medic2d  coverage.-  Assists 
in  procuring  new  scripts  for  individuals.  Canpletes  consults,  packets 
for  medical  appointments,  clinic  pre-registration  forms  as  needed  and 
assures  that  they  are  sent  to/  received  by  agency  prior  to  clinic  visit. 

Canpletes  required  documentation  including  medication,  treatment  sheets; 
control  drug  counts;  medication  delay  orders,  doctor's  approval  sheet, 
etc.  Maintains  the  Health  Care  Infonnation/Update  Book. 

Follows  provided  annual  chec3clist  to  assure  that  individuals  receive 
medical  services  they  require  on  a yearly  basis.  Asures  that  care 
ic  ■ needs  are  met/routine  tests  are  completed. 

Insures  notification  of  program  providers  of  pertinent  injuries,  illness, 
medical  status;  documents  same. 

Provides  inservice  regarding  health  care  needs,  topics,  (i.e.,  infection 
— • control)  either  through  read  and  pass  systan  or  by  direct  staff  training; 

discusses  health  care  and  medical  issues  with  all  staff. 

After  medical  care  is  completed,  conpletes  med  liaison  assignments  for  . 
input  on  Policy  or  form  changes  in  a timely  manner. 

G-  SKILLS  TRA1MI»G;BEEAYI0R  PROGRAMS 

Skills  training  is  inplemented  and  followed  as  program  is  written. 

Observations  are  accurately  documented  and  suggestions  for  revisions,  different 
methods  are  conveyed  to  appropriate  staff,  i.e.,  CRD/LDM  and  psychologist. 

Adapts  to  changes  in  Individual's  b^iavior  programs  and  gmiarrt*w  as  written/ 
trained. 


Knows  policy  regardu^g  restrictive  technique,  follows  accordingly  with  correct 
....  documentation  of  use.  : 

Provides  positive  reinforcement,  uses ' "teachable  moments"  in  training. 

Gl.  STEP  PRCXSRAII 

Follows  established  guidelines  as  written  in  STEP  program  manual  or 
. established  by  individual  team. 

Ensure  that  each  individual's  skill  training  is  inplemented  and  individualia 
for  assigned  residents. 


BEST  COPY  AVAILABLE 
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OOBE  TftSiS  Map  SiatmftRDS 


1-  PERFORMS  DPTIES  IN  A OOMPETEtCT  MANNBl;  DEMCNSTRAIES  A CLEMt  KHOHLEDGg  OP  ; 

J(»  DOTIES  AND  RESPONSIBILITIES  AS  ODILINED  IN  MED.  AEM./  F.O.,  UUftXSXOS 
• OONTROL/  AND  Nt3RSING  POLICT  PROCEDCIRAL  MANOALS  OaMHMDH)  , 

Gl.  STEP  PROGRAM  OOWTINDn)  . . 

Insures  needed  materials  and  supplies  are  available  for  use  in  training. 

. - Suggests  new  ideas , discusses  then  with  appropriate  staff  and  incorporates 

into  the  program. 

G2.  ACTS  AS  BEEO^VIOR  TECHNICIAN/LIAISON 

Develops  and  maintains  individi»l  behavior  programs  in  conjunction  with 
the  consulting  psychologists.  Acts  as  liaison  betweei  direct  care  staff 
and  consultant. 


Develops  training  objectives  for  individual  residents/  documents  ot 
appropriate  forms;  utilizes  consultant  input  regarding  criteria/  mastery/ 
etc.  Reviews  objectives  on  a regialar  bcisis  and  updates  as  needed;  follows 
■ : through  on  concerns  from  staff;  insures  appropriate  chcuiges/revisions 

■ are  conpleted. 


Develops  baselines/  graphing/  summarizing  data;  documents  specific  (target) 
.behaviors.  . 


Develops/  conpletes  data  sheets;  provides  daily  monitoring  of  program 
data  sheets  insuring  that  documentation  is  appropriate;  relays  problems/ 
concerns  to  ^propriate  staff . . 

Insures  that  sufficient  staff  are  trained  to  inplanent  new  programs/ 

that  impl^entation  b^ins  within  a reasonable  time  frame;  keeps  the 

CRD  and  program  developer  informed  of  progress  or  lack  of  it.  Makes 

self  available  to  staff  on  all  shifts  to  discuss  concems/prc^lans/guestions 

regarding  programs;  relays  same  to  a^ropriate  staff. 

Assesses  individual's  behavior  during  crisis  situation  if  psychologist 
is  not  available;  contacts  psycholog ist/other  maitjer  of  the  chain/  i.e./ 
SOCR  coordinatoor/team  manager/  for  after  hours  emergencies  contacts 
CRD. 


Submits  referrals  to  psychologist  using  Clinical  Su^»rt  ReferraX  Fotsir 
DDSO  Misc. .15. 


G3.  ACTS  AS  RECREanOK  LIAISOM 

Organizes  and  coordinates  leisure  and  recreation  activities  incorporating- 
individual's  prefer^ces;  arranges  sporting  events/  Special  Olyapics^  ■ ' 
participation/  etc.  Coipletes  necessary  aj^lication/registration  procedures. 


Secures  needed  fomds/  reservations/  consents;  assures  recreation/leisure 
activities  are  followed  as  planned/  appropriate  substitutions, 

to  meet  individual  neeib. 

Maintains  ongoing  communication  with  Recreation  Therapist  and  C^;  attevis 
Recreation  liaison  meetings  as  scheduled/  Recreation  Dept,  meetings: 
as  desired. 

■■  '^35  BEST  COPY  AVAILABLE 


CX3RE  TRSKS  MfP  SEMmM»nff 


PEKlrmcMS  Utx-UsS  IN  A OOHPEIIEOT  MAlBgR;  MMORSIRfllES  A CLEAR  KtPWLBDGg  CP 
IX/XIES  AND  RESPONSIBILITIES  AS  OOTLItED  IN  MED.  AEM.  / P.O. , ISPBCEXOS 

AND  NDRSING  PC3LICT  PRCXZEDORAL  MANDg»-*j  rrwryiqnpn  . ■ . ■ ■ ~~ 

G4-  DAY  PROGRAMS  r-  - 


Ensisres  individuals  are  dressed  af^aropriately  for  weather. 

Follows  established  or  daily  direction  from  clinician  regarding  programninq 
and  training  individuals.  . . 

In  absence  of  clinician/  follows  lesson  plans  for  the  session/sessions 
as  written. 


Provides  progams  and  training  in  absence  of  clinician. 

Inplenents  dining  and  ADL  programs  as  written  for  the  individuals. 

Assists  clinician  in  all  aspects  of  individual's  training  including 

■ behavioral  programs/  reinforcsnent  during  day  programs. 

Reports  any  147 ' s / Minor  Incident  Log  entries  to  ^pervisory  staff  in  ■ 
a timely  manner. 

LOCATES  AND  OSES  SCORCES  OF  INFORMAIION/OOMPLErES  RBQOIRED  REOORpisG/PAPgWORK 

OOMPLETES  REQOIRH)  REOORDING/PAPERWaKK 

Papervorlc  is  neat/  legible  and  conpleted  as  assigned. 

Living  unxt  joumals/^ouse  COTnnunication  logs  are  objective/  concise/  and 
accurately  conpleted. 

/ * 

■ 75— 75s/^EMIS  information  both  observed  and  information  received  from  COTmunity 
service  providers/day  program  areas  is  recorded  on  the  appropriate  forms 
concisely/  objectively  and  accurately. 

Clothing  and  supplies  are  ordered  using  appropriate  forms  as  resident  needs  ' 
dictate  and/or  as  assigned. 

Contobutes  to  and  ccnpletes  as  necessary/  responsibilities  for  designated 
resident (s)  in  a factual/  objective  and  timely  manner. 

Provides  an  accurate  accomting  of  all  cash  transactions  (i.e./  receipts/ 
change)  in  accordance  with  fiscal  policy  and  frocedure. 

Ttaini^  objectives  are  written  as  required/  data  is  as  necessary 

^or  assigned;  monitors  individuals*  progress 

LOCATES  AND  DSES  SODRCBS  CP  TSPOBUA'PTm 

:is  able  to  locate  and  use  information  maintained  in  an  individual's  (resident) 
record  (i.e./  next  of  kin/  allergies/  legal  guardian/  etc.).  • 

Is  able  to  locate  and  use  reference  material  which  enahi  oo  the  enployee  to 
complete  assignments  (eg./  TABS  census/  CMCM  reporting/  mar3cing  clothing/ 


BEST  COPY  AVAILABLE 


COBS  IftSKS  ASP  SgAHDARns 


2.  LOCATES  AND  DSES  SOORCES  CP  INFOWIATION/OCMPLETES  RUUU1HH3  HBOORDIMG/PAPERWORK 
CCNTIMUOD  ' ■ 


Bl.  Reviews/  initials/  reads  passes  naterial  within  fi^  (5)  vbrJcing  - 
days.  . . 

C-  1473/Minor  nacipmT  log 

147  reports  and/or  statements  are  concise  / accurate  and  contain  requested  

information/  signature.  ;t 

Demonstrates  knowledge  of  147/Minor  Incident  Log  policy  by  corcpleting  as 
directions  are  written,  with  all  pertinent  information  present. 

3-  OOOTERATIVELY  PARTICIPATES  IN  TEAM  PROCFSS/INTERPERSONAL  SgTT.T.5; 

A-  PARTICIPATES  IN  TEAM  PROCESS 

Takes  pcirt  in  group  problem  solving,  problem  resolution  activities,  development 
of  new  routines,  develofxnent  of  individuals'  treatment  plans. 

~ D«nonstrates  understanding  of  the  needs  of  residents  by  consistently  utilizing 
training  and  reinforcement  techniques.  • 

TV-  Provides  opportunities  for  individuals  to  exercise  choice.  : 

Originates  and/or  carries  out  individual ' s care  and  treatment  programs  based  ~ 
on  strengths,  needs  and  interests,  i.e.,  materials  are  available,  training, 
reinforcement  is  carried  out. 

D^nonstrates  a willingness  to  try  new  ways/routines/approaches. 

Converses  with  individuals  in  a respectful  manner  using  proper  voice  tone, 
language,  tolerance  and  patience.  When  individual  is  present  during  case 
reviews,  spea3cs  with  (not  about)  the  person. 

Is  flexible  and  adapts  to  changes  in  programs/schedules. 

Reports  any  injuries/infractions  regarding  individual  rights  to  the  proper 
authority. 


Releases  only  appropriate  information  insuring  confidentiality. 

Will  inform  LUM/CRD  and  appropriate  clinical  st^f  of  replacenent  heeds  regarding 
ad£^tive  equipment.  Also,  advocates  for  additional/different  equipment/supplies 
to  insure  maximum  independ&ice  of  individuals  as  determined  by  observations 
in  daily  routines-  ■ . 


Al.  ACTS  AS  YCLOilTEER  LIAISON 

Assists  in  recruitment  of  new  volunteers;  participates  in  screening 
and  interviews  of  potential  volunteers.. 

Provides  orientation  and  training  for  new  volunteers,  reviews  policy/proo 
house  mles/routines , etc.  with  individuals.  Indirectly  supervises 
volunteers  by  providing  direction,  schedules,  materials,  etc. 


OOE^  TASKS  AHD  STAKDABDS 


3-  ODOPSanVELY  PAKTICIPATES  IN  TERH 


~SKiT.T.?>  tsaamroro  z~"  :m: 


Al-  ACTS  AS  ’VOLTJtrrSSR  LIAISON  OCHTDroED 

Conpletes  monthly  volunteer  reports/  attendance  sheets;  maintains  volunteer 
records/  forwards  to  Unit  Volunteer  liaison  in  a timely  manner.  Sends  * 
thank  you  cards/  follow  as  needed  for  donations/  eto.  J ; i 


A2.  ACTS  AS  TRANSPORTATION  LI2^T5YTJ 

Maintains  a valid  CDL  driver's  license. 


Schedules  v^  for  regular  servicing;  maintains  communication  with  DDSO 
transportation  department  for  major  service  needs. 

Accurately  conpletes  gas  records;  maintains  accurate  receipts/  mileage 
logs. 


Conpletes  and  submits  monthly  transportation  log  to  DDSO  transportation  ...  •• 

Dept.  -r.". 


C(^letes  routine  maintenance  including  obtaining  gasoline/  refilling 
wiper  fluid/  cleaning  exterior/interiorv etc.  j ■„ 


B-  DEWONSIRAIES  EgFELI'lVE  IKrroP^«yKArt  5^  n.T_^ 


Expresses  self  clearly/  verbally  and  in  writing.  Transmits/connunicates 
information  clearly  and  objectively.  . ..  ■.  _ 

^*p®P®*^®tively  works  with  other  team  meibers  or  program  staff/  i.e./  follows 
directions/  requests  clarification/  provides  assistance;  seeks  out  information 
needed  to  perform  duties  by  following  the  proper  channels. 


Works  cooperatively  with  peers,  treats  than  with  respect;  provides  assistances 
to  co-workers  to  assure  resident  needs  are  met.  , .v 


Wbrks  cooperatively  with  co-workers;  initiates  and  completes  tasks  desicmated 
to  shift. 


Attends/participates  in  required  inservice  training  as  program  needs  demand. 
Utilizes  information  obtained  in  training  on  the  job. 

Bl^  SUPEKVISORY  RESPCCISIBILITIES/SinT.T-*^ 

Fimctions  coiqpletely  in  the  absence  of  the  LDM/CRD  as 

Insures  that  all  programs  are  implemented/canried  through  as  writtai/assigned. 
Assures  that  paperwork  is  n^t,  legible  and  conpleted  as  assigned. 


Attends  meetings  as  assigned  and  insures  LDM/OID  is  kept  informed,  fx'ovides 
requested  input  in  absence  of  LUM/CRD. 


Directs  staff. 

Keeps  stapervisor  informed  of  daily  happenings,  including  problens  that 
require  assistance/ input. 

38 

„ BEST  COPY  AVAILABLE 


i 


CnitE  TASKS  wap  STMgPARDS 


oboProATIVELY  PARTICIPATES  IN  TEAM  PROCESS/lKESgERSOMAL  .«arrTJ^  OOMTIimED 
Bl.  SDPERVISORY  RESPOMSIBILITIEg/SKILLS  tXMTIMJlflJ  . r - - 


Insures  that  individuals  are  receiving  trairung  and  attend  scheduled 
prograras.  . ‘ 


Insures  data  ■ is  collected  as  program  dictates. 


Rooms  are  left  neat  and  orderly  after  xise. 


Initiates  leisure  activities/assigns  grot:?)  leaders. 

Assigns  staff  to  STEP  program.  Knows  where  manual  is,  follows  it/  inplements 
other  functioned  skills/  training  opportunities. 

Offers  suggestions  as  to  any  changes  that  may  result  in  inproved  routines/ 
operations. 


Follows  appropriate  channels/  is  consistent/  follows  through  to  assure 
assignments  eure  conpleted. 

Exercises  good  judgenent/initiative/  i.e./  coopletes  zone  log  books/ 
work  orders/  request  consvdtation  of  clinic / psychologist/  etc.  ' 


Always  insures  individuals  rights  are  adhered  to. 

Reports  any  infractions  regarding  individuals  rights/injuries  to  proper 
. authority  in  a timely  manner.  . . " ' 

B2.  Initiates  and  cotpletes  tasks  that  are  not  assigned  to  a specific  shift. 


4.  TIME  AMD  ATTENDAMCB 


A-  - OBSERVES  ESTARr.T<?HED  AITEMDANCE  RDLES  AND  REGOLAIICMS 
- B-  ”' punctuality 


Employee  is  present  and  ready  for  work  at  the  starting  time  of  the  work  day/ 
- — ^--work  period/  or  work  shift  as  established  by  the  eiployer.  . . 

C-  CALL  IN  PROCEDDRES 

Follows  call  in  procedures  as  dictate  by  policy/  i.e./  sufficient  notice 
is  given  vhen.  unable  to  report  for  duty.  - 

■ ^ D.  LEAVE  RBQOEST  PBOCHXIRES 


Follows  leave  request  procedures  as  dictated  by  policy/  i.e./  69  focsL  vacation 
request/  etc. 

Is  flexible  in  work  schedole/shift  assignment/wock  site  as  program  dictates. 


SAFETY 


O 

ERIC 


Knows  R.A.C.E.  policy  regarding  fire  emerg^cy. 
Observes  and  practices  basic  safety  techniques. 
Follows  back  safety  regulations. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  1 

Introduction  to  Distance  Learning,  and  Reflections  on  the  Relationship  Between 
Direct  Care  Work  and  Communication  Skills 

UNIT  3 

Your  Job  Experiences 

Job  Context:  Relationship  Between  Direct  Care  Work  and  Communication  Skills 

Communication  Skills:  Improving  Writing  Skills;  Review  Different  Responsibilities  of 
Direct  Care  Work;  Reading  Comprehension 

Objectives: 

• practice  writing  - use  examples  and  details  to  support  answers 

• review  different  aspects  of  Direct  Care  Work 


Materials 


• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

In  this  unit,  you  will  view  a tape  where  a Direct  Care  Worker  is  talking  about  her 
experiences  on  the  job.  You  will  answer  comprehension  questions  about  the  tape  and  give 
your  own  opinions  on  the  topics  she  discusses. 

This  is  the  first  unit  to  require  videotape  material.  Please  review  the  section  entitled 
Introduction  to  Videotape  Materials  in  the  Supplement,  How  to  Use  the  Study  Materials, 
Theme  Area  1,  Unit  1,  for  information  about  this  portion  of  your  learning  materials. 
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Description  of  Videotape  Material 


The  videotape  segment  lasts  about  ten  minutes  and  shows  an  interview  with  a Direct  Care 
Worker,  Linda.  The  videotape  for  this  unit  is  on  Tape  and  is  labeled  Segment  1*.  There 
are  two  sections  to  this  segment.  It  begins  at  00:00:00  and  ends  at  00:10:01.  The  words  "End 
of  Segment  1 " appear  when  the  segment  is  over. 


Learning  Activity 

View  Segment  1.  Turn  to  the  question  worksheet  on  the  next  page.  Read  the  questions 
you  will  be  expected  to  answer.  View  the  segment  a second  time,  writing  down  notes  you'll 
need  to  answer  the  questions.  Answer  the  questions  on  the  worksheet.  Review  Segment  1 as 
many  times  as  needed  as  you  complete  the  worksheet.  This  Learning  Activity  asks  for  your 
personal  opinions  or  experiences.  Any  information  you  give  will  be  kept  confidential. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Question  Sheet  from  Learning  Activity 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
[may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
over  you  may  want  to  take  time  to  review  and  check  your  work . 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabiltities  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilties. 
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THEME  AREA  1,  UNIT  3 


Questions  on  Interview  with  Linda— Videotape  1,  Section  1 


1.  What  does  Linda  say  are  important  characteristics  of  a Direct  Care  Worker? 


2.  What  are  the  two  different  ways  that  families  relate  to  Direct  Care  Workers? 


3.  Have  you  had  experience  dealing  with  the  families  of  the  individuals  you  work  with?  Of 
the  two  types  of  families  that  Linda  describes,  what  is  the  one  you  are  most  likely  to 
encounter  at  your  worksite? 


/ 9 

' jc  ^ 
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4.  What  does  Linda  say  about  trainees?  How  do  you  feel  about  her  comments? 


5.  From  the  context  of  what  Linda  is  saying,  what  do  you  think  is  meant  by  "floating  items?" 


6.  What  are  the  advantages  of  being  a "floater?" 
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7.  How  does  Linda  feel  about  body  jackets,  corsets,  and  elective  surgery?  Why  does  she  feel 
this  way?  Do  you  think  she  is  right  to  follow  a procedure  the  professionals  disagree  with? 
Why  or  why  not? 


8.  What  are  the  reasons  Linda  gives  for  being  discouraged? 


9.  Are  you  ever  discouraged  on  the  job?  What  can  make  you  discouraged? 
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10.  Linda  says  that  arguments  between  professionals  and  staff,  and  disagreements  between 
staff  on  two  different  shifts  cause  a lot  of  stress  for  her.  Describe  an  experience  you've 
had  where  you've  been  involved  in  or  seen  this  kind  of  conflict.  How  was  it  handled? 


/I  ^ 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  1 

Introduction  to  Distance  Learning,  and  Reflections  on  the  Relationship  Between 
Direct  Care  Work  and  Conmiunication  Skills 

UNIT  4 

The  Feelings  and  Experiences  of  a Direct  Care  Worker 


Job  Context:  Relationship  Between  Direct  Care  Work  and  Communication  Skills 

Conununication  Skills:  Improving  Writing  Skills;  Review  of  Different  Responsibilities  of 
Direct  Care  Workers 

Objectives: 

• recognize  job  tasks  that  require  reading,  writing,  and  math 

• review  reporting  requirements  for  worksite 

• practice  writing 

• review  different  aspects  of  Direct  Care  Work 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

In  this  unit,  you  will  view  a videotape  of  an  interview  with  Joe,  a Direct  Care  Worker. 

Joe  talks  about  how  he  feels  about  being  a Direct  Care  Worker  and  his  experiences  working  on 
the  job. 


Description  of  Videotape  Material 


The  video  material  for  this  unit  is  on  Tape  #1  and  is  labeled  Segment  2K  It  begins  at 
00:10:07  and  ends  at  00:19:21  when  the  words  "End  of  Segment  2"  appear.  The  entire 
segment  is  an  interview  with  Joe.  The  interviewer,  off  camera,  poses  questions  to  Joe  which 
he  then  answers. 

Learning  Activity^ 

View  Segment  2.  At  the  end  of  Segment  2,  stop  the  tape. 

Complete  this  Learning  Activity  using  e-mail.  We  encourage  you  to  use  the  e-mail  system 
whenever  possible  to  increase  your  skills  in  using  a computer  terminal. 

Address  your  e-mail  message  to  your  Instructor.  Write  a message  to  your  Instructor  telling 
him  or  her  how  your  perception  of  your  job  as  a Direct  Care  Worker  compares  with  Joe's 
ideas. 

Answer  the  following  questions: 

1.  Joe  says  that  one  of  the  reasons  he  took  a job  as  a Direct  Care  Worker  was  so  that  he 
wouldn't  have  to  take  work  home  and  would  have  the  time  to  go  back  to  school.  What 
were  your  reasons  for  becoming  a Direct  Care  Worker? 

2.  What  are  your  long-term  career  goals?  Do  you  plan  to  stay  with  the  State  until  you  retire 
as  Joe  does? 

3.  Joe  states  that  he  was  impressed  with  the  training  he  received  on  the  job.  From  your 
experience,  do  you  agree  that  the  training  is  good?  Why  or  why  not? 

4.  Joe  gives  two  examples  of  things  he  remembers  as  excellent  training  ideas.  Is  there 
anything  that  you've  found  particularly  useful  from  your  own  training? 

5.  On  the  job,  do  you  spend  more  than  20  minutes  a day  on  paperwork?  How  do  you  feel 
about  this? 

6.  Joe  summarizes  his  feelings  about  being  a Direct  Care  Worker  by  stating,  "If  they  don't 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabiltities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 

This  learning  activity  asks  for  your  personal  opinion  or  experiences.  Any  information  you  give  will  be  kept 
confidential. 
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6.  Joe  summarizes  his  feelings  about  being  a Direct  Care  Worker  by  stating,  "If  they  don't 
like  people,  this  is  not  the  place  for  them.  You  can't  fake  it. " Do  you  also  feel  this  is  the 
most  important  characteristic  of  a Direct  Care  Worker?  Why? 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• Your  message  from  this  Learning  Activity 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  1 

Introduction  to  Distance  Learning,  and  Reflections  on  the  Relationship  Between 
Care  Work  and  Conununication  Skills 

UNITS 

Comparing  Developmental  Centers  and  Community  Homes 


Job  Context:  Relationship  Between  Direct  Care  Work  and  Communication  Skills 

Communication  Skills:  Improving  Writing  Skills;  Review  Different  Responsibilities  of 
Direct  Care  Workers 

Objectives: 

• recognize  similarities  and  differences  in  job  tasks 

• practice  writing  - use  a pre-writing  organizational  strategy 

• review  procedures  for  getting  information 

• review  different  aspects  of  Direct  Care  Work 

• understand  technical  vocabulary  through  context 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

In  this  unit,  you  will  be  exploring  how  tasks  are  done  similarly  or  differently  at  a 
Developmental  Center  and  at  a Community  Home.  You  will  be  observing  and  writing 
descriptions  of  the  activity  of  eating. 


Description  of  Videotape  Material 

The  video  material  for  this  unit  is  labeled  Segment  3‘.  It  begins  at  00:19:30  and  ends  at 
00:40:30.  There  are  three  sections  in  this  segment.  The  first  section  is  an  example  of  a meal 
at  a center  where  Joe  is  employed  as  a Direct  Care  Worker.  These  are  live  scences  with  no 
voiceover.  Do  not  worry  if  some  of  the  dialogue  is  unclear.  Try  to  watch  the  scences  for  as 
many  details  as  you  can.  Section  1 ends  when  Joe  says,  "Excuse  me,  John,"  and  walks  behind 
a partition.  It  is  followed  by  a black  screen. 

The  second  and  third  sections  show  individuals  eating  at  a community  home  where  Mike  is 
the  Direct  Care  Worker.  The  third  section  ends  after  Mike  tells  the  individual  who  is  cutting 
his  meat  that  he  did  "great,"  and  the  individual  in  the  foreground  puts  his  soda  bottle  on  the 
table.  It  is  followed  by  the  words  "End  of  Segment  3." 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 
Area  1,  Unit  5).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

View  Segment  3,  Section  1.  At  the  end  of  Section  1,  stop  the  tape. 

Label  a looseleaf  page  "Eating  at  Joe's  D.C."  Describe  the  eating  activity.  Include  the 
answers  to  the  following  questions: 

1 . What  is  the  setting  for  the  eating  activity? 

2.  What  is  the  overall  atmosphere  of  the  dining  area?  (e.g.  calm,  chaotic)  What  in  the  tape 
gives  you  that  feeling? 

3.  What  is  the  eating  ability  level  of  the  individuals? 

4.  How  does  the  Direct  Care  Worker  relate  to  the  individuals? 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabiltities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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Learning  Activity  2 


Section  2 begins  with  Mike  saying,  "Huh"  and  an  individual  saying,  "She  loves  me 
Mike..."  as  they  walk  into  the  dining  area. 

View  Sections  2 and  3.  Label  a looseleaf  page  "Eating  at  Mike's  Community  Home. " 
Describe  the  eating  activity.  Answer  the  same  questions  that  you  answered  for  Joe,  above. 


Learning  Activity  3 

Look  back  at  your  notes  on  "Eating  at  Joe's  D.C."  and  "Eating  at  Mike's  Home. " How 
are  the  eating  activities  at  these  two  sites  the  same  or  different? 

Divide  a third  sheet  of  paper  into  two  columns.  Label  one  column  "Same"  and  label  the 
second  column  "Different. " List,  under  each  column,  everything  that  is  the  same  or  different 
when  you  compare  eating  at  Joe's  Developmental  Center  with  eating  at  Mike's  Community 
Home. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Description  of  "Eating  at  Joe's  D.C."  from  Learning  Activity  1 

• Description  of  "Eating  at  Mike's  Community  Home"  from  Learning  Activity  2 

• List  of  similarities  and  differences  between  the  two  sites  from  Learning  Activity  3 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 


THEME  AREA  1 

Introduction  to  Distance  Learning,  and  Reflections  on  the  Relationship  Between 
Direct  Care  Work  and  Conununication  Skills 

UNIT6 

Analyzing  Your  Worksite 


Job  Context:  Relationship  Between  Direct  Care  Work  and  Communication  Skills 

Conununication  Skills:  Improving  Writing  Skills;  Developing  Connecting  and  Interviewing 
Skills;  Understanding  Different  Functions  of  Direct  Care  Work;  Reading  Comprehension 

Objectives: 

• practice  writing  - write  compare/contrast  paragraphs 

• review  different  aspects  of  Direct  Care  Work 

• establish  e-mail  study  partner  or  study  group 

• review  importance  of  connecting  skills 

• review  procedures  for  getting  information 

• consult  with  others  for  information 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  the  previous  unit,  Unit  5,  you  saw  an  example  where  a similar  task  was  performed 
differently  at  a Developmental  Center  and  a Community  Home.  In  this  unit,  you  will 
explore  how  tasks  are  done  similarly  or  differently  at  your  own  worksite. 
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Being  able  to  recognize  similarities  and  differences  is  an  important  observational  skill. 
Your  work  on  this  unit  will  lay  the  groundwork  for  further  study,  in  Theme  Areas  2 and  3,  on 
making  accurate  observations,  a necessary  skill  for  writing  good  notes  and  incident  reports. 

In  this  unit  you  also  will  be  contacting  your  e-mail  partner  for  the  first  time.  Your  e-mail 
partner  is  another  participant  in  the  Distance  Learning  Program.  He  or  she  may  be  located  in 
your  DDSO  or  in  a different  DDSO  in  New  York  State.  A few  of  your  Learning  Activities 
will  be  done  with  your  e-mail  partner. 

In  addition,  since  you  are  not  in  a classroom  and  don't  have  classmates  to  relate  to,  your  e- 
mail  partner  can  serve  as  your  "buddy"  or  support  person.  Feel  free  to  write  to  him  or  her  to 
share  your  experiences  with  the  Distance  Learning  Program  or  just  to  chat. 

By  now,  you  should  have  received  an  e-mail  message  from  your  Instructor  giving  you  the 
name  and  location  of  your  e-mail  partner.  If  you  haven't  received  it,  check  your  e-mail 
messages. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  tt  and  Unit  if  (Theme 
Area  1,  Unit  6).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

1.  Think  about  the  many  activities  that  take  place  at  your  center  or  community  home.  Pick 
one  of  these  activities  to  focus  on  for  this  unit.  Examples  of  activities  are: 
developing  objectives  for  individuals;  planning  outings;  transporting;  recreational 
activities;  and  personal  hygiene.  Write  the  activity  area  you  have  chosen  on  the  top  of 
your  looseleaf  page. 

2.  In  a paragraph  or  two,  describe  this  activity  and  how  it  is  done  at  your  worksite. 

3.  If  there  is  another  unit  at  your  worksite  or  another  community  home  that  is  easily 
accessible,  and  you  have  the  opportunity,  go  and  observe  the  activity  you  have  chosen  as  it 
is  happening  there.  Is  the  procedure  the  same  or  different?  In  what  ways?  Write  your 
observations  on  your  looseleaf  page. 
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Learning  Activity  2 

In  this  Learning  Activity,  you  will  be  sending  an  e-mail  message  to  your  e-mail  partner  to 

find  out  how  the  activity  you  have  chosen  is  carried  out  in  his  or  her  worksite. 

1.  Address  your  e-mail  message  to  your  e-mail  parmer.  Send  a copy  (cc:)  to  your  Instructor. 

2.  Begin  your  message  with  a greeting.  As  this  is  the  first  time  you  will  be  contacting  your  e- 
mail  partner,  tell  him  or  her  a little  bit  about  yourself  in  a sentence  or  two.  Let  him  or  her 
know  which  assignment  you  are  working  on  and  which  activity  you'd  like  described. 

3.  Give  your  e-mail  partner  a list  of  questions  you'd  like  him  or  her  to  answer  about  how  the 
activity  is  carried  out  at  his  or  her  worksite.  Below  are  some  sample  questions  you  might 
ask.  Be  sure  to  reword  and  adapt  these  questions  so  they  make  sense  for  the  situation  you 
want  described.  Add  additional  questions  of  your  own. 

Sample  Questions 

• When  does  this  activity  take  place? 

• How  is  it  carried  out? 

• Who  are  the  people  involved? 

• What  are  the  steps  one  follows  to  complete  the  activity? 

• Describe  what  happens  on  a typical  day. 

• What  happens  in  a special  or  emergency  situation? 

4.  Reread  and  edit  your  work.  Use  the  spell-check  feature  of  All-In-One  to  check  your 
spelling. 

5.  Send  your  letter  to  your  e-mail  partner  with  a copy  to  your  Instructor. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Looseleaf  page  with  work  from  Learning  Activity  1 
Send  by  e-mail 


• Copy  of  letter  to  e-mail  parmer 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  1 

Introduction  to  Distance  Learning,  and  Reflections  on  the  Relationship  Between 
Care  Work  and  Conununication  Skills 

UNIT? 

Vocabulary  Review  (Worksite) 


Joh  Context:  Understanding  and  Using  Technical  Vocabulary 

Communication  Skills:  Expanding  Knowledge  of  Technical  Vocabulary;  Learning  a 
Technique  for  Understanding  Vocabulary  Words;  Reading  Comprehension 

Objectives: 

• review  terminology  used  by  service  providers,  occupational  therapists,  etc. 

• use  the  context  for  vocabulary  development 

• review  technical  vocabulary 

• introduce  method  for  understanding  vocabulary  in  the  context 


Materials 


• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 

• Dictionary 


Introduction 

At  your  worksite  over  the  course  of  a day,  you  often  come  in  contact  with  terminology  and 
vocabulary  that  is  technical  or  specific  to  your  field  of  work.  You  may  find  words  that  are 
new  to  you  in  conversations  with  other  professionals,  in  forms  or  other  written  material,  and  in 
your  training  classes. 
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In  this  unit,  you  will  review  the  kinds  of  words  that  some  employees  may  find  difficult. 
You  will  be  given  a method  to  review  and  learn  unknown  words.  Further  work  is  provided  on 
terminology  and  vocabulary  in  upcoming  units. 


Description  of  Video  Materials 

The  videotape  for  this  unit  is  on  Tape  #1  and  is  labeled  Segment  4*.  It  begins  at  00:40:37 
and  ends  at  00:49:34  when  the  words  "End  of  Segment  4"  appear.  This  segment  is  an  excerpt 
from  the  OMRDD  SCIP  training  tape.  Although  this  is  a tape  that  is  used  for  training  in  the 
SCIP  course,  for  our  purposes  we  will  not  be  focusing  on  the  content  as  much  as  on  the 
language  and  vocabulary  that  the  Instructor  uses  in  providing  the  information. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 
Area  1,  Unit  7).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

1;  View  video  Segment  4.  When  you  reach  the  section  entitled  "Interdisciplinary  Team," 
about  seven  minutes  into  the  segment,  stop  the  tape.  The  remainder  of  this  section  has  no 
assignment  connected  to  it. 

2.  Rewind  the  tape  to  the  beginning  of  Segment  4.  Replay  this  portion  of  Segment  4.  This 
time,  as  you  review  this  segment,  make  a list  of  any  technical  words  or  vocabulary  that  are 
unknown  to  you  or  that  you  don't  understand.  Stop  when  you  reach  the  section  entitled 
"Interdisciplinary  Team"  again.  Feel  free  to  stop  and  start  the  tape  as  much  as  you  need  to 
while  viewing,  and  to  review  it  as  many  times  as  you  need  to. 

3.  As  a supplement  to  this  unit,  there  is  a list  of  words  you  may  have  found  difficult.  Check 
off  the  ones  that  you  included  on  your  list.  Add  any  additional  words  you  identified  to  the 
bottom  of  the  list. 


^ Strategies  for  Crisis  Intervention  and  Prevention:  SCIP  Training  Program,  Copyright  1989,  New 
York  State  Office  of  Mental  Retardation  and  Developmental  Disabiltities,  Office  of  Workforce  Planning  and 
Development. 
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Learning  Activity  2 

Often,  in  written  and  spoken  language,  unfamiliar  words  can  be  figured  out  by  using  the 
text  surrounding  the  word  to  help  you  understand  the  meaning.  The  speaker  or  author  wants 
you  to  understand  what  he  or  she  is  saying  and  will  give  you  clues  to  help  you.  In  addition, 
technical  words  are  often  repeated  many  times  in  a long  passage  or  lecture.  If  you  can't  figure 
them  out  the  first  time,  you  may  be  able  to  the  next  time  they  appear  in  what  you  are  reading 
or  listening  to. 

Supplement  2 gives  you  some  of  the  terminology  used  in  the  SCIP  segment  that  you  just 
viewed,  and  shows  you  how  you  can  use  author  clues  to  figure  out  the  meaning. 

Study  Supplement  2.  After  you  feel  you  have  a good  understanding,  rewind  the  tape  and 
view  Segment  4 once  again,  listening  for  the  vocabulary  words  that  were  identified  in 
Supplement  2 and  how  they  are  used  in  this  lecture. 


Learning  Activity  3 

Turn  back  to  Supplement  1 . Are  there  any  words  on  your  list  whose  meaning  you  would 
like  to  review?  In  the  space  provided  in  Supplement  1 , write  what  you  think  each  unknown 
word  means.  Then  check  the  definition  in  your  dictionary.  Put  a check  mark  in  the  space 
provided  if  you  were  right. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail: 

• Supplement  1 from  Learning  Activities  1 and  3 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  1,  UNIT  7 


Supplement  1 

Technical  Words  and  Vocabulary,  Partial  List 
SCEP  Training  Tape 


Words  are  listed  in  the  order  they  are  spoken  on  the  tape. 

COMPETENCY  On  my  list:  Yes No 

What  I think  it  means 


Correct? 


Yes 


INTERVENTION 


No 

On  my  list:  Yes 


What  I think  it  means 


No 


Correct?  Yes No 

GRADIENT  CONTROL  On  my  list:  Yes No 

What  I think  it  means  


Correct?  Yes No 
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PERSONALIZE 


On  my  list:  Yes 


What  I think  it  means 


No 


Correct?  Yes No 

COMPOSURE  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes No_ 

MALADAPTIVE  BEHAVIOR  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes No_ ' 

OFFENSIVELY  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes  No 


O 
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GO 


DIGNITY 


On  my  list:  Yes_ 


No 


What  I think  it  means 


Correct?  Yes No 

IMPLEMENTATION  On  my  list:  Yes No 

What  I think  it  means 


Correct? 


Yes 


No 


UTILIZE 

What  I think  it  means 


On  my  list:  Yes_ 


No 


Correct?  Yes  No 

INTRUSIVE  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes 


No 
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HYPERVENTILATION 


On  my  list:  Yes 


No 


What  I think  it  means 


Correct?  Yes No 

APPROPRIATE  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes No 

ABIDE  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes No ' 

FACTORS  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes  No 


45  B2 


TOLERATE 


On  my  list:  Yes 


No 


What  I think  it  means 


Correct?  Yes No 

DIFFUSE  On  my  list:  Yes No 

What  I think  it  means 


Correct? 


Yes 


No 


PROXIMITY 

What  I think  it  means 


On  my  list:  Yes_ 


No 


Correct?  Yes No 

AGITATION  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes  No 
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REDIRECT 


On  my  list:  Yes 


No 


What  I think  it  means 


Correct?  Yes  No 


EFFECTIVELY  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes No 

TECHNIQUES  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes No 

REASSURE  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes  No 


47 


64 


EMPHASIZE 


On  my  list:  Yes 


No 


What  I think  it  means 


Correct?  Yes No 

BEHAVIORAL  On  my  list:  Yes No 

What  I think  it  means 


Correct?  Yes  No 


OTHER  WORDS  ON  MY  LIST 


THEME  AREA  1,  UNIT  7 


Supplement 

Understanding  Vocabulary  from  the  Context 


Author  Clues: 

(Examples  are  given  in  the  order  they  appear  in  the  SCIP  tape) 

1.  The  author  may  give  you  the  deHnition  of  a word  in  another  part  of  the  sentence. 
Example: 

gradient  control,  that  is,  use  the  least  intrusive  interventions 

2.  The  author  may  give  an  example  that  will  help  you  understand. 

Example: 

Don't  personalize  a situation.  Don't  get  involved  in  a power  play. 

(Dictionary  definition:  to  make  personal  or  individual) 

3.  Sometimes  a word  will  be  described  as  different  from  its  opposite. 

Example: 

SCIP  developed  as  a defensive  intervention.  It  must  not  be  used  offensively. 
(Dictionary  definition:  aggressive,  attack) 

4.  A word  can  be  defined  by  its  synonym. 

Example: 

right  to  be  treated  with  respect  and  dignity. 

(Dictionary  definition:  worthy) 

5.  A word  may  serve  a similar  function  to  the  words  it  is  grouped  with. 

Example: 

hyperventilation  is  included  with  a list  of  symptoms. 

6.  When  two  words  are  hooked  up  together,  you  may  be  able  to  figure  out  one  word  if  you 
know  the  other. 

Example: 

Model  appropriate  and  acceptable  behavior. 

(Dictionary  definition:  suitable) 

Must  be  aware  of  and  abide  by  regulations  protecting  rights  of  individuals. 
(Dictionary  definition:  continue,  endure) 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  2 
Writing  Notes  and  Narratives 
UNITS 
Taking  Notes 


Job  Context:  Writing  Notes  (or  Log  Entries) 

Communication  Skills:  Recognizing  Pertinent  Information;  Writing  in  Complete  Sentences; 
Editing  Skills 

Objectives: 

• review  purpose  of  notes 

• relay  accurate,  precise  information  in  writing 

• review  correct  spelling,  sentence  structure  and  verb  forms 

• read  and  review  Information  Documentation  guidelines 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit,  you  will  review  the  purpose  of  notes  and  how  to  observe  and  record 
accurately.  Guidelines  for  accurate  reporting  and  recording  will  be  given. 

In  addition,  you  will  be  given  time  to  answer  the  interview  questions  your  e-mail  partner 
sent  you  as  part  of  Theme  Area  1,  Unit  6. 
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Learning  Activities 


Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  #.  Head 
each  part  of  your  written  work  with  the  Learning  Activity  number  so  that  your  Instructor  will 
know  what  part  of  this  unit  it  applies  to.  Some  of  the  Learning  Activities  ask  for  your  personal 
opinions  or  experiences.  Any  information  you  give  will  be  kept  confidential. 


Learning  Activity  1 

There  are  many  forms  and  records  that  are  kept  by  Direct  Care  Workers  that  require 
accurate  and  complete  observations  and  recording.  In  the  Supplement  Section  there  are 
examples  of  two  such  forms:  an  N-27  form  and  a Communications  Log  form. 

Read  Supplement  1 , Objective  #4  from  the  OMRDD  Learning  Guide  for  Individualized 
Instruction.  Complete  Activity  #3,  Resource  #6. 


Learning  Activity  2 

There  are  basic  guidelines  that  should  be  followed  when  writing  notes  and  keeping 
documentation,  such  as  writing  clearly  and  using  approved  abbreviations.  Other  guidelines 
may  be  different  from  one  DDSO  to  another,  such  as  using  red  ink  for  headings.  Supplement 
2 provides  Documentation  Guidelines  from  the  Finger  Lakes  DDSO  (Newark  DDSO) 
Documentation  Resource  Book.  Read  once  through  the  Documentation  Guidelines.  Read  it 
a second  time  while  filling  out  the  Documentation  Guidelines  Worksheet.  Which  of  the 
guidelines  are  the  same  as  the  ones  you  follow  at  your  worksite  and  which  ones  are  different? 
If  one  is  different,  in  what  way  is  it  different?  Fill  out  the  appropriate  columns  on  the 
Documentation  Guidelines  Worksheet. 

Use  the  Documentation  Guidelines  as  a reference.  You  may  want  to  refer  to  this 
Documentation  Guideline  when  completing  the  rest  of  the  Learning  Activities  in  Theme 
Areas  2 and  3 and  when  completing  your  own  notes,  incident  reports,  and  forms  on  the  job. 


Learning  Activity  3 

In  this  Learning  Activity,  you  will  be  answering  the  e-mail  message  that  your  e-mail 
partner  sent  you  when  he  or  she  completed  Theme  Area  1,  Unit  6,  Learning  Activity  2. 

Write  your  responses  to  your  partner's  questions  in  complete  sentences.  You  can  refer  to 
the  Writing  Skills  Handbook  (Bazerman/ Wiener)  Chapter  1 for  information  on  sentences.  Be 
sure  you  give  him  or  her  all  the  information  he  or  she  needs  to  have  a complete  understanding 
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of  how  the  activity  you  are  describing  is  carried  out  at  your  worksite.  When  you  are  finished, 
reread  and  edit  your  work.  Be  sure  to  use  the  All-in-One  spell-check  function  before  sending 
your  message. 

Send  your  letter  to  your  e-mail  partner  with  a copy  to  your  Instructor. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  follovring  to  your  Instructor: 

Send  bv  regular  mail 

• Activity  #3,  Resource  #6  from  Learning  Activity  1 

• Document  Guideline  Worksheet  from  Learning  Activity  2 
Send  bv  e-mail 

• Copy  of  letter  to  e-mail  partner 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
jmay  want  to  work  on  it  over  more  than  one  session.  If  you  fmish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


^^^^^^^888888888888888888888881 
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Thene  Area  2 , Un i t 8 
Supplement  I 


Duty;  Maintains  Health 


Task:  4.19  Report  significant  changes  in  a person's 

physical  condition. 


Objective  # 

4:  Report  and  record  significant  changes  in 
a person's  condition  accurately  and 
promptly . 

Resource  #5 

Directions : 

This  section  of  the  Learning  Guide 
describes  guidelines  for  and  significance 
of  accurate  reporting  and  recording.  Study 
this  information  carefully. 

Introduction 


Observation,  reporting  and  recording  are  closely  related  processes. 
In. most  instances,  one  aspect  is  incomplete  without  the  other. 

Significance 

Why  is  it  necessary  to  report  and  record  observations?  Reporting  and 
recording  are  significant  for  the  following  reasons: 

- Health  care  professionals  can  make  required  changes  in  the 
person's  plan  for  care.  Treatment  plans  often  are  revised  based 
on  observations. 

- The  effectiveness  of  the  treatment  plan  can  be  determined. 

- Serve  as  a guide  for  additional  observations. 

Guidelines  for  Reporting  an  Recording 

Report  and  Record 

- As  soon  as  possible  after  you've  made  an  observation. 
Report  emergency  situations  immediately. 

- Accurately.  State  exactly  what  you  saw,  heard,  felt  or 
smelled.  - 


Competency-based  Learning  Guide  (Revised  1/90) 


Duty: 

Maintains  Health 

Task: 

4.19  Report  significant  changes 
physical  condition. 

in  a person's 

% 

: i 

Resource  #5  (continued)  -- 

- Objectively.  Avoid  inte^reting  information  or  stating  an 
opinion.  If  the  person  is  able  to  describe  a change,  report 
the  information  in  the  person's  exact  words. 

- Completely.  Give  all  of  the  information  you  observed. 

If  you  are  unsure  if  information  is  significant  to  report  - 
REPORT ! Be  safe!  There  is  no  harm  in  reporting  information  that 
the  health  care  professional  is  already  aware  of.  However, 
there  is  great  potential  for  harm  in  not  reporting  significant 
information. 

Test  your  knowledge  of  reporting  and  recording  by  completing 
Activity  #3,  Resource  #6. 


Competency-based  Learning  Guide  (Revised  1/90) 
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Duty:  Maintains  Health 


Task:  4.19  Report  significant  changes  in  a person's 

physical  condition.- — 


Resource  #6 
Activity  #3 


Directions:  Respond  to  the  following  statement: 


1 List  three  guidelines  for  reporting  and  recording. 

a.  ... 

c. 


Correct  your  responses  using  the  Answer  Key  on  the  following  page.  If 
you  did  not  score  100%,  restudy  Resource  #5  and  repeat  the  Self  Check. 


r 


1 

1 


BEST  COPY  AVAILABLE 
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Duty:  Maintains  Health 


Task:  4.19  Report  significant  changes  in  a person's’ 

physical  condition 


Answer  Key  t ■ 

for 

Activity  #3 

1 . Report  and  Record : 

“ . as  soon  as  possible  and  immediately  in  emergency. situations. 

“ accurately 

objectively :v : ;■  .:-v  ' ..  r-:.--:/ 


completely 


i 


From:  OMRDD  Learning  Guide  for  Individualized  Instruction 

(Duty:  Maintains  Health;  Task  4.19) 


- Competency-based  Learning  Guide 


(Revised  1/90) 
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Suppi ement  2 


DOCUMENTA  VON  GUIDELINeS  - 


1.  T7p«s  of  information  recorded: 

a.  Observations 

b.  Signs  and  symptoms 

c.  Therapeutic 

d.  Treatments 

e.  Action  initiated  by  you 

f.  Behavior 

g.  Specific  response  to  any  measure  taken,  e.g. 
Medications;  PRN's;  Treatments. 

h.  Who,  what,  where,  when 

i.  To  what  extent 


2.  All  documentation  done  in: 


a.  . black  ink 

b.  red  for  headings 

c.  never  pencil 

3.  Write  clearly  or  print. 


4.  Be  aware  of  spelling  and  wording.  (For  practice,  try 
writing  on  scratch  paper  and  reading  aloud  to  someone) . 

5.  Do  not  leave  spaces  at  end  of  report. 

a.  Draw  a line  to  the  end  of  the  paper. 

b.  Sign  your  full  name  and  title. 

6.  If  you  make  an  error  you: 

a.  Do  not  erase  or  use  whiteout 

b.  Draw  a line  through  error 

c.  Write  the  word  "error"  above  mistakes 

d.  Initial  and  write  the  date 


7.  Do  not  document  for  anyone  other  than  yourself  unless  you 
note  that  it  is  per  the  person. 

8.  Always  use  approved  abbreviations. 

.9.  Record  after  the  event  has  taken  place,  never  before.' 

10.  Always  be  accurate,  truthful  and  specific.  (A  small 
notebook  for  jotting  down  information  is  very  helpful  for 
refreshing  your  memory)  . 

11.  Ooctiment  any  and  all  abnormal  signs  and  symptoms. 


best  copy  available 


12.  Rule  of  thumb: 


. "If  it  is  not  documented/  it  has  not  been  done." 

13.  Individual's  folders  are  considered  a legal  document  and 
are^  therefore,  admissible  in  a court  of  law. 

14.  Second  rule  of  thumb: 

"Better  to  report  and  record  too  much  them  not  enough. 

15.  Verbally  report  in  addition  to  documentation  where 
indicated  and  note  verbal  notification  in  docxomentation. 

16.  If  note  is  not  completed  on  one  page,  write  "continued" 
and  sign  first  page  as  well  as  the  second  page.  Assure 
that  there  is  a heading  on  the  second  page. 

17 . Be  brief  but  be  sure  to  include  all  pertinent 
information;  avoid  if's,  and's,  but's. 

18.  Do  not  guess,  have  facts. 

19.  Do  not  make  judgements,  e.g.  , if  you  had  done  what  I told 

you,  you  would  not  have  gotten  hurt.  Avoid  chart  battles 
or  personal  opinions.  Include  only  pertinent 

information. 

20.  Record  on  a timely  basis. 

21.  In  general,  reporting  and  recording  should  include  your 
observations  and  actions,  e.g.: 

a.  What  you  see:  e.g.  bleeding,  pallor,  drainage, 

changes  in  color  or  urine,  bruises,  cuts,  scratches, 
edema . 

b.  What  you  hear:  e.g.  complaints,  moaning,  difficulty 

breathing. 

c.  What  you  smell:  e.g.  bad  breath,  foul  drainage 

from  dressing,  odor  from  casts  or  body  orifices. 

d.  What  you  feel:  e.g.  hot  areas  of  skin,  lumps,  lack 

of  motion  at  site  of  healed  fracture.. 

e.  ,«aac  you  aiu:  e.g.  pur  side  rails  up,  helped  them 

with  ambulation,  put  them  to  bed  because  they  did 
nor  feel  well. 

22.  Good  documentation  is  valuable  for  all  team  members.  It 
is  a valuable  resource  in  facilitating  and  planning  and 
evaluation  of  the  individual's  care  and  progress. 
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23.  Stata  observation  in  definitive  terms  (don't  use 
"appears"  or  "apparently"). 

24.  Be  sure  to  sign  all  notes  with  your  full  name  and  title. 
Note  date  and  time  for  all  notes. 


25.  Be  alert  for  changes  of: 

a.  eating  habits:  e.g.  anorexia  (poor  appetite), 

increased  appetite.  . j 

b.  Voiding  habits:  e.g.  excessive  urination,  bloody, 

painful,  huge  amounts,  odor,  color. 

c.  Bowel  habits:  e.g.  diarrhea, ^ constipation, 

bleeding,  difficulty  without  constipation. 

d.  Activity  level:  e.g.  fatigue  which  is  excessive, 

too  quiet,  too  hyper. 

e.  Dressings:  e.g.  too  tight,  edema,  discoloration, 

foul  odor,  drainage. 

f.  Incisional  area:  e.g.  inflamed,  drainage  odor. 

g.  Pain:  e.g.  unusually  severe,  area  of  pain;  how  long 

has  she/he  had,  type  (dull,  sharp,  etc.)  if  known. 

h.  Treatments:  e.g.  progress.  ^ 

i.  Diagnostic  procedures:  e.g.  what  untoward  effects, 

allergic  reactions. 

j.  Referrals:  e.g.  clinics,  consultations.  .-4. 

k.  Complications:  e.g.  signs,  symptoms,  immediate 

care,  physician  notified  and  follow-up,  Pfogfgss  PJC 
lack  of . 

26.  Following  a course  of  treatment,  there  should  be  a »*wraE.- 
up"  note,  stating  that  the  course  of  treatment  has  been 
completed,  the  individual's  response  and  the  current 
condition.  The  nurse  will  do  this  note  in  many  instances 
but  anyone  could  do  it. 

27.  Assessments  should  be  typed  where  possible. 


28.  Take  the  time  to  write  well. 

"■  29.  If  you  nave  cnarted  on  the  wrong  person's  chart,  write 
wrong  chart  in  the  margin  and  sign  and  date. 


30.  M2 7 MOTSa 


They  should  road  like  a story  - who,  what,  where 
and  when. 

The  writer  should  assume  the  reader  does 
the  individual  and,  therefore,  sufficient  detailed 
information  to  make  it  understandable  should  be 
included. 

completion  of  a 147  should  be  noted  on  the  N27. 
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3EST  COPY  AVAILABLE 


• Completion  of  a physical  iatarvontion  shaat  should 
be  included  on  the  N27.  t/ 

« • 

- Completion  of  a seizure  form  should  be  noted  on  the 
N27. 

Completion  of  any  form  that  does  not  become  part  of 
the  record,  should  be  noted  on  the  N27. 

The  title  or  subject  of  the  N27  note  should  be  noted 
in  red  at  the  beginnings  of  the  note. 

Positives  should  be  noted  as  well  as  negatives. 

* The  individual ' s residential  advocate  should  do  a 
weekly  summary  note  on  the  N27 . Items  to  include 
in  this  note  are: 

- activities  participated  in 

- participation  in  and  progress  on  residential 

ob j ectives 

- status  of  behavior" 

- anything  good  or  bad  that  happened  with  the 

individual  that  week 

• summarize  any  events  or  happenings  of  the  week 

- Daily  notes  should  be  done  for  7 days  following 
admission  to  any  program. 

- When  an  individual  is  sew  to  their  home,  there 
should  be  a note  on  each  shift  for  the  first  week, 
one  note  per  day  for  the  second  week  and  then  weekly 
thereafter. 

- Documentation  is  needed  following  a medication 
change. 

- Out  of  sequence  notes  should  be  flagged  by  noting 
both  the  date  it  is  being  written  and  the  date  being 
referenced. 

There  should  be  a follow-up  note  following 
administration  of  a PRN  medication,  noting  the 
individual's  response  to  the  medication. 

- '-‘far  to  another  individual  other  than  the 
individual  in  whose  chart  you  are  recording,  use 
only  initials. 

- Anything  important  enough  to  be  on  the  log  book 
sheet,  should  also  be  noted  on  the  individual's  N27. 

Additional  charting  information  can  be  found  in  the 
Nursing  Manual. 
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32. 


Accepted  Abbreviations  can  be  found  in -the -following 

- Nursing  Manual 

- Dental  Manual 

- Client  Records  List 

- Pharmacy  List 


From:  Finger  Lakes  DDSO  (Newark  DDSO)  Documentation  Resource  Book 
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Name 


THEME  AREA  2,  UNIT  8,  LEARNING  ACTIVITY  2 


Documentation  Guidelines  Worksheet 


SAME  DIFFERENT  DIFFERENT  IN  WHAT  WAY? 


1. 

2. 


3. 


5. 

6. 


7. 

8. 


9. 

10. 


11. 

12. 


13. 

14. 
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SAME 


DIFFERENT 


DIFFERENT  IN  WHAT  WAY? 


15. 

16. 

17. 

18. 

19. 

20. 
21. 
22. 

23. 

24. 

25. 

26. 

27. 

28. 

29. 

30. 

31. 

32. 
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Theme  Area  2,  Unit  8,  Sample.  Form’  :-.  .1.;’ *' 

COMMUNICATIONS  LOG 


SERVICE LIVING 'UNIT  DATE 


(continuation  on  back,  if  needed) 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  2 
Writing  Notes  and  Narratives 
UNIT9 

Observation  and  Note-Taking 


Job  Context:  Writing  Notes  (or  Log  Entries) 

Conununication  Skills:  Recognizing  Pertinent  Information;  Planning  to  Write;  Writing  a 
Note;  Writing  Skills 

Objectives: 

• describe  how  you  distinguish  between  significant  and  irrelevant  information 

• plan  to  write 

• relay  accurate,  precise  information  in  writing 

• review  correct  use  of  technical  vocabulary 

• review  correct  spelling,  sentence  structure,  and  verb  form 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

This  unit  will  provide  practice  in  observing  and  taking  notes.  You  will  view  an  event  that 
takes  place  in  a Community  Home  and  take  notes  on  what  happened. 


Description  of  Videotape  Material 


The  videotape  segment  shows  a situation  where  a Direct  Care  Worker,  Mike,  is  trying  to 
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find  out  why  an  individual,  Alberto,  does  not  come  down  to  dinner.  The  video  material  for 
this  unit  is  on  Tape  #1  and  is  labeled  Segment  5\  It  begins  at  00:49:40  and  ends  at  00:53:59, 
when  the  cameraperson  takes  a closeup  shot  of  Mike,  who  shakes  his  head  and  says,  "I  don't 
know  what  to  say  to  him,"  and  the  words  "End  of  Segment  5"  appear.  It  is  in  two  sections 
and  is  approximately  four  and  a half  minutes  long. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  tf  and  Unit  # (Theme 
Area  2,  Unit  9).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

1.  View  Segment  5.  At  the  end  of  Segment  5,  stop  the  tape. 

2.  Make  a Recall  List.  Write  down  whatever  you  can  remember  from  this  segment.  Think 
about  the  questions  Who?  What?  When?  and  Where? 

3.  Rewind  the  tape.  Replay  Segment  5.  As  you  view  this  segment,  take  notes,  skipping  lines 
on  your  paper. 

4.  Put  your  notes  aside.  Without  looking  at  your  notes,  add  as  much  information  as  you  can 
to  your  Recall  List. 

How  many  additions  did  you  make  to  your  Recall  List? 

5.  Using  your  notes  and  your  Recall  List,  rewrite  your  notes  as  they  would  appear  on  a Note 
Form  (N27). 

6.  Rewind  the  tape.  Play  Segment  5 again  and  make  any  necessary  additions  to  your  notes. 


Learning  Activity  2 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Coprright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabiltities, 


On  this  tape,  Mike  is  trying  to  find  out  why  Alberto  won't  come  down  to  dinner.  Have 
you  ever  had  a similar  situation  with  an  individual  in  your  care?  How  did  you  handle  it?  Do 
you  think  Mike  handled  this  situation  well?  What  would  you  have  done  differently? 

E-mail  a letter  to  your  Instructor  discussing  your  feelings  about  this  videotape  segment.  Be 
sure  to  edit  and  spell-check  your  work  before  sending  it. 

WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Recall  List,  notes,  and  final  draft  of  a Note  Form  (N27)  from  Learning  Activity  1 
Send  bv  e-mail 

• Your  comments  on  this  video  segment 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  2 
Writing  Notes  and  Narratives 
UNIT  10 

Examples  of  Good  and  Bad  Note-Taking 
Job  Context:  Writing  Notes  (or  Log  Entries) 

Communication  Skills:  Recognizing  Pertinent  Information;  Writing  a Note;  Reading 
Comprehension 

Objectives: 

• describe  how  you  distinguish  between  significant  and  irrelevant  information 

• relay  accurate,  precise  information  in  writing 

• read  and  review  notes 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  the  last  two  units,  you  reviewed  guidelines  for  documentation  and  practiced  writing 
notes.  In  this  unit,  you  will  continue  building  your  expertise  in  writing  notes  by  studying 
notes  that  are  written  the  right  way  and  wrong  way,  determining  what  information  is  missing 
from  these  notes,  and  practicing  correcting  the  notes. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 


Area  2,  Unit  10).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

1.  Review  the  Documentation  Guidelines  from  Unit  8.  Be  sure  to  look  over  item  #1  on 
types  of  information  recorded;  item  #21  on  what  to  include  in  observations;  and  item  #30 
on  filling  out  Notes  (N27). 

2.  In  the  Supplement  to  this  unit  are  sample  notes  for  five  individuals.  These  sample  notes 
are  taken  from  the  Finger  Lakes  DDSO  (Newark  DDSO)  Documentation  Resource 
Book.  For  the  first  four  individuals  the  note  is  written  the  wrong  way  and  then  the  right 
way.  What  information  is  missing  from  the  wrong  way?  Remember,  notes  should  include 
who,  what,  when,  and  where. 

For  example,  for  Sue  Brown  the  following  is  missing  from  the  note  written  the  wrong 
way: 

• More  specific  information  on  when  she  felt  dizzy 

(when  she  stood  up) 

• Expanded  mformation  on  what  was  done  (BP  in  right  arm;  temperature  taken 

orally,  etc.) 

• More  detailed  description  on  what  you  saw  and  what  the  client  said  (pale  & tired) 

• Information  provided  on  what  was  done  (nurse  notified) 

On  your  looseleaf  paper,  list  what  is  missing  from  the  notes  written  the  wrong  way  for 
Carl  Fletcher,  Sean  Mulligan  1 , and  Sean  Mulligan  2. 

3.  For  the  fifth  individual,  Gary  Reed,  a note  is  provided  written  the  wrong  way.  Expand 
this  note  so  it  is  written  correctly.  Be  sure  to  include  all  information  that  may  be  pertinent, 
such  as: 

• Where  was  Gary  found? 

• What  was  the  extent  of  his  injury? 

• What  medical  action  was  taken? 

• What  did  you  observe  about  his  physical  appearance? 

• Were  vitals  taken  and  recorded? 

• Who  was  notified? 

• How  was  he  transported? 

• Include  any  other  information  that  you  think  should  be  in  this  note. 
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Learning  Activity  2 


For  the  next  unit,  Theme  Area  2,  Unit  11,  you  will  be  critiquing  your  own  notes  that  you 
have  written  at  your  worksite.  Make  copies  of  five  different  notes  you've  written  over  the  past 
few  weeks.  You  will  need  these  when  you  next  work  on  the  Distance  Learning  Program. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Looseleaf  page  with  work  from  Learning  Activity  1 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  2 
Writing  Notes  and  Narratives 
UNIT  11 

Analyzing  Your  Writing 


Job  Context:  Writing  Notes 

Conununication  Skills:  Distinguishing  Between  Relevant  and  Irrelevant  Information;  Editing 
Skills;  Learning  Techniques  for  Assessing  Own  Writing 

Objectives: 

• describe  how  you  distinguish  between  significant  and  irrelevant  information 

• detect  and  correct  grammatical  and  spelling  errors 

• recognize  importance  of  good  handwriting  or  penmanship 

• implement  a procedure  for  assessment  of  own  writing 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit,  you  will  begin  to  apply  what  you've  learned  to  your  own  writing.  You  will  be 
given  a method  to  check  your  own  work  to  determine  if  the  notes  you  write  are  clear  and 
accurate.  No  matter  how  well-written  your  notes,  if  your  handwriting  is  sloppy  and  difficult 
to  read,  your  ideas  cannot  be  communicated  well.  Therefore,  as  part  of  this  activity,  you  will 
also  assess  your  handwriting  and  penmanship. 

Finally,  you  will  complete  step  3 of  the  e-mail  communication  activity  that  you  completed 
with  your  e-mail  partner  in  previous  Learning  Activities.  You  will  compare  the  activity  your 
partner  described  with  what  happens  at  your  own  worksite. 
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Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  2,  Unit  11).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

1 . Look  through  the  notes  that  you  have  kept  over  the  last  few  weeks.  Pick  out  three  that  you 
think  are  the  best  examples  of  well-written  notes. 

2.  Divide  your  looseleaf  page  into  two  columns.  Label  the  left  hand  column  What  Makes 
This  Note  Well-Written  and  label  the  right  hand  column  How  to  Improve  Note-Taking. 

Make  a list  under  each  heading.  For  example,  your  note  may  be  well- written  because  it 
is  written  clearly,  spelled  correctly,  and  follows  the  proper  form,  or  it  may  need 
improvement  because  not  enough  detail  is  given. 

3.  Now  look  at  your  three  notes  again.  Have  you  developed  your  notes  enough  and  provided 
enough  detail  and  necessary  information?  On  a separate  looseleaf  page  list,  for  each  note, 
any  information  that  you  think  is  missing  that  should  be  included.  Follow  the  same 
procedure  you  used  with  the  sample  notes  in  the  last  unit.  Think  about  Who?  What? 
When?  Where? 

4.  In  the  Supplement  is  a Checklist  of  questions  to  ask  yourself  to  see  if  your  notes  are 

written  accurately.  Use  this  Checklist  to  critique  your  three  notes  and  add  to  your 
lists  anything  else  that  is  still  missing  or  done  incorrectly. 

5.  Pick  one  of  the  three  notes  and  rewrite  it  using  the  comments  you  have  made  on  each  of 
your  lists  and  the  Checklist. 

6.  When  writing  your  notes  at  the  worksite  you  may  want  to  follow  a similar  procedure  to 
ensure  that  your  notes  are  complete  and  accurate: 

• As  soon  as  possible,  jot  down  the  important  details:  who,  what,  when,  and  where. 

• Write  a draft  of  your  notes. 

• Use  the  Writing  Checklist  and  make  corrections  as  needed. 

• Check  for  proper  spelling  and  sentence  structure. 
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Learning  Activity  2 


Good  penmanship  and  clear  handwriting  are  important  so  that  what  you  have  written 
can  be  read  easily  and  accurately.  It  also  reflects  positively  on  you  as  a professional. 

Look  again  at  the  notes  you  have  written.  Is  your  writing  neat  and  legible?  Are  the 
letters  clear  and  well-formed?  Are  your  words  well-positioned  on  the  lines  and  in  the  space 
provided  on  the  form?  Are  there  many  mistakes  and  cross-outs?  (One  or  two  cross-outs  may 
be  okay  but  too  many  makes  your  work  look  sloppy). 

On  a sheet  of  looseleaf  paper,  list  two  or  three  things  you  can  do  to  improve  your 
handwriting  and  how  you  plan  to  work  on  making  this  change. 


Learning  Activity  3 

By  now  you  should  have  your  e-mail  partner's  response  to  your  questions  about  how 
an  activity  is  done  at  his  or  her  worksite.  Divide  a sheet  of  looseleaf  paper  into  two  columns. 
Label  the  left  hand  colunrn  Same  and  label  the  right  hand  colunrn  Different.  Under  each 
colunrn  list  the  things  that  are  the  same  and  different  when  comparing  the  activity  at  your 
worksite  and  at  your  partner's  worksite. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Looseleaf  pages  with  work  from  Learning  Activities  1,2,  and  3 

• Xerox  copies  of  the  three  sample  notes  you've  used  for  this  exercise 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
1 is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


THEME  AREA  2,  UNIT  11 


Supplement 
Note-Taking  Checklist 


• Notes  are  accurate  and  specific 

• All  pertinent  information  is  included 

• Cnly  accepted  abbreviations  are  used  (see  Writing  Skills  Handbook.  Chapter  12) 

• Sentences  are  well-written  and  clear  (see  Writing  Skills  Handbook.  Chapter  1) 

• Spelling  is  correct  (see  Writing  Skills  Handbook.  Chapter  14) 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  2 
Writing  Notes  and  Narratives 
UNIT  12 


Improving  Your  Writing 


Job  Context:  Writing  Notes  and  Narratives 

Communication  Skills:  Writing  Skills;  Reading  Comprehension 

Objectives: 

• review  written  material  on  effective  writing 

• review  guidelines  for  clear  writing 

• use  simple  and  direct  vocabulary 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

How  can  you  improve  the  quality  of  your  writing?  This  unit,  from  the  OMRDD  Effective 
Writing  Skills  Supplemental  Learning  Guide,  will  give  you  some  pointers  on  how  to 
simplify  your  writing  and  make  it  clearer. 


81 


O O 


Learning  Activity^ 

1.  Read  the  Supplement  Write  with  your  reader  in  mind. 

2.  Answer  the  comprehension  questions  that  follow  the  Supplement.  Check  your  work  for 
spelling  and  correct  usage. 

3.  Complete  the  Activity  Sheet. 

WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• The  Comprehension  Question  Sheet  and  the  Activity  Sheet 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
over  you  may  want  to  take  time  to  review  and  check  your  work. 


^ This  learning  activity  asks  for  your  personal  opinions  or  experiences.  Any 
information  you  give  will  be  kept  confidential. 
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Theme  Area  2,  Unit  12. 
Supplement 


Write  with  your  reader  in  mind. 

How  can  you  improve  the  quality  of  your  writing?  The  most  important  thing  you  can  do  is  to 
write  with  your  reader  in  mind.  Thinking  about  your  reader  will  force  you  to  do  several  things: 

• Avoid  jargon  when  writing  for  an  audience  outside  the  agency.  Jargon  is  the  specialized 
vocabulary  that  you  use  in  your  work.  You  and  your  co-workers  may  understand  what 
you  say,  but  someone  outside  the  workplace  won’t. 

• Consider  the  reading  level  of  your  readers.  If  you  are  writing  for  an  audience  of  college 
graduates,  you  probably  don’t  have  to  worry  about  making  your  writing  too  complex. 
But  if  you  are  writing  for  a general  audience,  you  should  avoid  long  sentences  and 
unusual  words. 

• Consider  your  reader’s  response  to  what  you  write.  Is  your  reader  likely  to  be  confused? 
angry?  uninterested?  How  can  you  change  what  you  have  written  to  create  a more 
desirable  response? 

• Be  careful  not  to  offend  your  reader.  It  is  easy  to  give  offense  without  realizing  it.  For 
example,  mentioning  something  about  attendance  problems  may  make  your  reader  think 
that  you  have  a low  opinion  of  most  employees. 

Keep  it  simple 

Henry  David  Thoreau,  a famous  American  author,  offered  this  prescription  for  living  a happier 
life:  “Simplify,  simplify,  simplify.”  That  is  also  a good  prescription  for  improving  your 
writing.  Effective  writing  is  simple  and  to  the  point.  It  contains  no  unnecessary  or  unusual 
words,  no  long,  complicated  sentences.  Here  are  some  things  to  watch  for  to  make  your 
writing  simpler  and  more  effective: 
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• Unnecessary  words.  Try  to  use  as  few  words  as  possible  to  get  your  point  across.  You 
will  save  time  for  yourself  and  your  reader,  and  you  will  also  make  your  writing  easier  to 
follow. 

• Long  sentences.  Long  sentences  are  confusing  and  difficult  to  read.  Do  your  readers  a 
favor.  Make  most  of  your  sentences  less  than  15  words  long. 

• Unusual  words.  We  all  like  to  show  off  our  vocabulary  once  in  a while.  But  you  should 
avoid  using  words  that  your  reader  may  not  understand.  After  all,  the  main  purpose  of 
writing  is  communication. 

Guidelines  for  clear  writing 

1.  Know  your  purpose. 

What  do  you  want  to  accomplish  with  this  piece  of  writing?  Keeping  your  purpose  in 

mind  as  you  write  will  help  you  stay  focused.  As  you  revise  what  you  have  written,  ask 

yourself;  “Will  this  piece  of  writing  do  what  I want  it  to  do?” 

2.  Know  your  main  message  and  organize  your  ideas. 

Make  it  easy  for  your  reader  to  grasp  your  main  points. 

3.  Identify  your  audience. 

• How  much  does  your  audience  already  know? 

• What  can  they  reasonably  expect  from  your  document? 

• What  do  you  expect  them  to  dfi  with  the  information  you  are  sharing  with  them? 
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4.  Eliminate  phrases  that  are  trite  or  pretentious  ^ 

Trite  or  Pretentious  Simple  and  Direct 


at  all  times 

always 

at  an  early  date 

soon 

at  the  present  time 

now,  currently 

despite  the  fact  that 

although,  though 

facilitate 

help 

finalize 

complete,  finish 

in  the  event  that 

if 

in  the  majority  of  instances 

usually,  generally 

in  view  of  the  fact  that 

because 

notwithstanding  the  fact  that 

although 

on  the  occasion 

on,  when 

optimum 

best 

succeed  in  doing  . 

do,  accomplish 

with  regard  to 

regarding,  about 

within  the  realm  of  possibility  possible,  possibly 
5.  Eliminate  redundant  words  and  phrases. 

Redundant  Simpler 


first  initiated 

initiated,  begun 

resumed  again 

resume 

reduced  down 

reduced 

refer  back 

refer 

up  to  about 

up  to,  approximately 

close  proximity 

proximity 

irregardless 

regardless 

1^^ 
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6.  Eliminate  phrases  that  state  the  obvious. 

you  will  find  it  interesting  to  know 


this  is  a letter  about 
this  is  to  inform  you  that 
we  have  found  that 
it  will  be  observed  that 
kindly  note  that 


From:  OMRDD  Effective  Writing  Skills 

Supplementaf  Learning  Guide 
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Theme  Area  2,  Unit  12 


ACTIVITY  SHEET 

% 

% 

Revise  the  following  sentences  to  make  them  more  clear  and  concise. 

1.  lam  going  to  list,  for  your  information,  the  items  that,  from  my  point  of  view,  we  should 
discuss  during  the  meeting  planned  for  February  5. 


2.  Due  to  the  fact  that  the  washing  machine  in  the  residence  is  malfunctioning,  we  should 
plan  to  make  other  contingency  arrangements  for  laundry-related  activities. 


3.  Habitual  poor  performance  by  the  staff  in  regard  to  timely  attendance  should  be  addressed 
in  personal  communications  between  the  supervisor  and  the  staff  person(s)  involved. 


4.  Positive  performance  necessitates  an  acknowledging  feedback  response  from  the  supervi- 
sor of  the  person  who  has  demonstrated  the  performance. 


5.  Promotional  and  advancement  opportunities  are  being  limited  by  constraints  related  to 
budgetary  concerns. 


87 


Name 


THEME  AREA  2,  UNIT  12 
Comprehension  Question  Sheet 


These  questions  are  based  on  the  supplement,  Write  with  your  reader  in  mind  You  can 
look  back  at  the  passage  when  answering  the  questions  if  you  wish. 


1.  What  is  the  most  important  thing  you  can  do  to  improve  the  quality  of  your  writing? 


2.  Do  you  agree  that  it  is  important  not  to  offend  the  reader?  Why?  Why  not? 


3.  Can  you  think  of  an  example,  other  than  the  one  given  in  the  passage,  where  a reader 
might  be  offended? 


4.  Have  you  had  an  experience  where  someone  wrote  something  to  you  or  spoke  to  you  in 
jargon?  How  did  you  feel? 


5.  List  3 guidelines  for  clear  writing. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  2 
Writing  Notes  and  Narratives 
UNIT  13 
Writing  Practice 


Job  Context:  Writing  Notes 

Conununication  Skills:  Recognizing  Pertinent  Information;  Writing  Descriptions;  Editing 
Skills 

Objectives: 

• relay  accurate,  precise  information  in  writing 

• review  correct  spelling,  sentence  structure,  and  verb  forms 

• apply  editing  skills 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

This  unit  will  give  you  practice  in  writing  and  using  the  Writing  Checklist  in  Unit  1 1 and 
the  Guidelines  for  Clear  Writing  in  Unit  12.  You  will  be  writing  a description  of  two 
individuals. 


Description  of  Videotape  Materials 


The  videotape  segment  provides  a description  of  two  individuals,  Keith  and  Tom,  by  the 


Direct  Care  Worker,  Joe.  In  each  case,  their  comments  are  followed  by  footage  of  the 
individual  in  action. 

The  videotape  for  this  unit  is  on  Tape  #1  and  is  labeled  Segment  6‘.  It  begins  at  00:54:06 
and  ends  at  1:08:15.  The  words  "End  of  Segment  6"  appear  when  the  segment  is  over. 

There  are  six  sections  in  this  segment.  The  first  two  sections  are  about  Keith.  The  second 
section  ends  when  Keith  leaves  the  room  to  go  and  take  a rest. 

The  next  four  sections  are  about  Tom.  The  sections  on  Tom  end  when  Tom  is  walking 
down  the  hall  and  says,  "Thank  you,  Sylvia. " Joe  says,  "She  told  you  how  good  you  look. " 

It  is  followed  by  the  words  "End  of  Segment  6." 


Learning  Activiti^ 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  (Theme 
Area  2,  Unit  13).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  which  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

1.  View  the  first  two  sections  of  Videotape  #1,  Segment  6.  These  sections  are  about  Keith. 
When  you  reach  the  end  of  this  section,  stop  the  tape.  Feel  free  to  review  these  sections  as 
often  as  you  need  to  when  writing  your  description. 

2.  Write  a description  of  Keith.  Include  as  much  detail  as  you  need  to  give  a good  portrait  of 
Keith.  Include  information  on  his  personality,  physical  characteristics,  interests,  abilities, 
habits,  and  any  other  relevant  information.  Organize  your  ideas. 

3.  Reread  the  Guidelines  for  Clear  Writing,  a supplement  to  Unit  12.  Check  your  writing. 
Does  it  meet  those  criteria?  Edit  as  needed. 

4.  Check  your  work  using  the  Writing  Checklist  in  Unit  11.  Make  any  changes  or  corrections 
that  are  needed. 


* Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabiltities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 


Learning  Activity  2 

If  you  have  time,  repeat  the  above  procedure  and  write  a description  of  Tom,  the  second 
individual  described  in  this  segment.  View  the  last  four  sections  of  Segment  6.  When  you 
reach  the  end  of  Segment  6,  stop  the  tape.  Review  these  four  sections  as  often  as  you  need  to 
when  writing  your  description. 

Complete  tasks  2 and  3 under  Learning  Activity  1 . 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Descriptions  for  Learning  Activities  1 and  2 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


1 


r.  o 

o 


91 


BEST  COPY  AVAILABL 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  2 
Writing  Notes  and  Narratives 
UNIT  14 
Spelling  Review 


Job  Context:  Writing  Notes  for  Documenting  Individual's  Activities,  Reporting  Progress, 
etc.:  Spelling  Individuals'  Names  and  Other  Proper  Nouns  Correctly;  Spelling  Technical 
Words  Correctly 

Communication  Skills:  Spelling;  Learning  a Technique  for  Self-Study  of  Spelling  Words; 
Dictionary  Skills 

Objectives: 

• review  the  importance  of  spelling  individuals'  names  correctly 

• spell  individuals'  names  correctly 

• practice  spelling  technical  words  correctly 

• review  spelling  rules  and  apply  to  writing 

• learn  a technique  for  self-study  of  spelling  words 

• review  using  a dictionary 

• review  meanings  of  words  that  are  used  frequently  in  reports 

• use  context  to  determine  meaning  of  unknown  words 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 

• Videotape  #1 


Introduction 


When  writing  notes  and  other  reports  on  the  job,  it  is  important  to  communicate  your  ideas 
clearly  so  that  the  information  can  be  understood  easily  by  the  reader.  Written  documents 
completed  by  Direct  Care  Workers  are  read  by  many  other  people,  including  staff  on  other 
shifts  and  by  the  members  of  an  individual's  planning  team.  In  addition,  OMRDD  reports  and 
forms  are  often  legal  documents.  It  is  important  that  they  be  accurate,  [correct,]  and 
professional.  Using  correct  spelling  in  your  writing  is  important  for  a clear,  professional 
product. 

Your  work  in  this  unit  will  focus  on  spelling.  You  will  review  basic  rules  and  learn  some 
techniques  for  developing  your  spelling  skills,  you  will  find  the  Writing  Skills  Handbook. 
Chapter  14  extrememly  helpful  while  doing  this  unit. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 
Area  2,  Unit  14).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

One  of  the  best  ways  to  spell  correctly  is  to  be  aware  of  the  words  you  have  difficulty 
spelling  and  to  practice  these  words  over  and  over  again. 

Use  your  index  cards  to  keep  a list  of  words  you  have  difficulty  spelling.  Use  one  card  for 
each  word.  Underline  die  part  of  the  word  that  you  usually  have  trouble  spelling.  Smdy  these 
words  often.  Because  they  are  written  on  index  cards,  you  can  take  them  with  you  to  review 
when  you  have  a free  moment  during  the  day  (when  you  are  waiting  on  lines  or  at  the  doctor's 
office,  for  example). 

You  may  want  to  keep  your  index  cards  in  a box  at  your  work  area,  filed  in  alphabetical 
order.  When  you  are  unclear  about  how  to  spell  a word  that  is  used  frequently  in  your 
professional  writings  you  can  look  up  the  correct  spelling  in  your  word  box. 


Learning  Activity  2 

Often  proper  names  are  difficult  to  spell.  Common  spelling  and  syllabication  rules  may 
apply,  but  frequently  names  are  spelled  irregularly.  Yet  spelling  proper  names  correctly  is 
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very  important.  Taking  the  time  to  spell  a person's  name  correctly  shows  respect.  It  also 
decreases  the  likelihood  that  records  for  different  individuals  will  get  mixed  or  misfiled. 

The  simplest  way  to  remember  how  to  spell  a person's  name  is  to  memorize  the  spelling. 
Check  each  time  to  see  that  you  are  spelling  an  individual's  name  correctly.  You  may  want  to 
include  the  names  of  the  individuals  you  work  with  on  a regular  basis  in  your  word  box  so  you 
can  refer  to  them  as  needed. 

On  a looseleaf  page,  make  a list  from  memory  of  the  names  of  the  individuals  you 
currently  work  with.  Check  your  spelling  against  the  records.  Did  you  spell  their  names 
correctly?  Make  a spelling  index  card  for  each  of  these  individuals.  Underline  the  part  of 
their  name  that  you  had  difficulty  spelling.  Complete  the  questions  listed  under  Learning 
Activity  2 on  the  worksheet. 

Learning  Activity  3 

There  are  some  basic  spelling  rules  that  are  helpful  in  learning  how  to  spell  words.  There 
may  be  some  exceptions  to  these  rules,  but  they  work  more  often  than  not.  Learn  these  rules 
and  apply  them  when  you  come  across  a word  you  don't  know  how  to  spell.  Study  the 
spelling  rules  that  appear  in  Supplement  2. 

Learning  Activity  4 

The  dictionary  is  a useful  tool  to  use  as  a reference  when  you  are  writing.  In  addition  to 
using  the  dictionary  to  find  out  the  meaning  of  words,  it  provides  guidelines  to  help  you  in 
pronouncing  and  spelling  words. 

Spelling:  The  dictionary  shows  how  a word  is  spelled.  Sometimes  there  is  more  than  one 
acceptable  way  to  spell  a word  and  both  spellings  are  given.  The  dictionary  also  shows  how  a 
word  is  spelled  for  different  forms  of  the  same  word.  For  example: 

abuse  abused;  abusing;  abusive 

If  you  don't  know  the  plural  of  a word  or  how  to  spell  it,  the  dictionary  will  let  you  know. 

For  example: 

child  children 

Pronunciation:  The  dictionary  shows  how  a word  is  pronounced.  The  pronunciation  of  a 
word  is  located  right  after  the  word.  It  shows  the  phonetic  spelling  of  the  word.  For 
example: 

seizure  / se-zhar 
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A list  of  correct  pronunciation  of  phonetic  symbols  is  usually  located  at  the  front  of  the 
dictionary.  Your  Writing  Skills  Handbook,  pages  96-  98,  provides  additional  information  on 
using  the  dictionary. 


Learning  Activity  5 

Here  is  a technique  to  use  when  trying  to  spell  a word:  ^ 

1.  Say  the  word  to  yourself  or  out  loud.  Listen  both  for  the  syllables  and  the 
individual  sounds.  Try  to  spell  the  word  the  way  it  sounds. 

2.  Write  the  word  on  a scrap  piece  of  paper.  Does  it  look  correct?  Often  when  you 
have  seen  a word  before  from  your  reading,  you  recognize  it  as  spelled 
correctly  when  you  see  it  in  writing. 

3.  See  if  any  of  the  spelling  rules  apply. 

4.  If  you  still  are  not  sure  how  to  spell  a word,  look  it  up  in  a dictionary. 

View  Videotape  ft\,  Segment  4.  This  was  the  videotape  segment  that  you  used  previously 
for  Theme  Area  1 , Unit  7 in  the  lesson  on  figuring  out  the  meaning  of  vocabulary  from  the 
context.  It  begins  at  00:40:37  and  ends  at  00:49:34. 

You  only  need  to  view  a short  portion  of  this  segment  for  this  Learning  Activity,  perhaps 
three  or  four  minutes.  As  you  listen,  try  to  identify  some  words  that  the  lecturer  says  may  be 
difficult  for  you  to  spell  and  that  you'd  like  to  learn  using  the  technique  described  above. 

View  the  same  portion  of  Segment  4 a second  time.  This  time,  write  down  the  words  that 
you  would  like  to  learn  to  spell  correctly  as  you  view.  Pick  no  more  than  10  words  to  work 
on. 


Follow  the  four  steps  above  for  each  word.  Complete  the  questions  listed  under  Learning 
Activity  5 on  the  worksheet. 


^ Adapted  from  Educational  Systems  Corporation  (1972).  Skills  in  Language  1. 
Cambridge  Book  Company. 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Completed  worksheet  for  all  Learning  Activities 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


O 


Name 


Date 


THEME  AREA  2,  UNIT  14 
Supplement  1 
Worksheet 

Learning  Activity  1 

There  are  no  questions  for  this  activity. 

Learning  Activity  2 

1 . How  many  names  did  you  include  in  your  list? 

2.  How  many  were  you  able  to  spell  correctly  on  the  first  try?^ 

Learning  Activity  3 

There  are  no  questions  for  this  activity. 

Learning  Activity  4 

Look  up  each  of  the  following  words,  taken  from  OMRDD's  Incident  Reporting  Form  (1471). 
Write  the  phonetic  symbols.  List  the  different  forms  of  the  word. 

1 . Adaptive 

Phonetic  Symbols: 

Forms  of  Word: 

2.  Hazardous 

Phonetic  Symbols: 


Forms  of  Word: 


3 .  Assaultive 


Phonetic  Symbols: 

Forms  of  Word: 

4.  Residential 

Phonetic  Symbols: 

Forms  of  Word: 

5.  Restraint 

Phonetic  Symbols: 

Forms  of  Word: 

6.  Specific 

Phonetic  Symbols: 

Forms  of  Word: 

Learning  Activity  5 

1.  List  the  words  you  chose  to  spell. 


2.  How  many  words  did  you  spell  correctly  at  Step  1? 

3.  How  many  words  did  you  spell  correctly  at  Step  2? 

4.  How  many  words  did  you  spell  correctly  at  Step  3? 

5.  What  else  did  you  learn  about  how  to  spell  words  correctly? 


THEME  AREA  2,  UNIT  14 


Supplement  2 
Some  Spelling  Rules^ 

1.  When  trying  to  decide  whether  to  use  IE  or  El  in  a word  where  both  letters  appear 
together; 

Write  i before  e ("relieve,"  "believe") 

Except  after  c ("receive") 

Or  when  sounding  like  a 
As  in  "neighbor"  and  "weigh." 

2.  When  adding  an  ending  that  begins  with  a vowel  (a,  e,  i,  o,  u)  to  a word  that  ends  in  an 
e,  drop  the  e before  adding  the  ending. 

investigate  + ing  = investigating 
relocate  + ed  = relocated 
approve  + al  = approval 

3.  Look  at  the  last  two  letters  of  a word  before  adding  an  ending.  If  a word  ends  in  a vowel 
followed  by  a consonant,  double  the  consonant  and  then  add  the  ending. 

hit  + ing  = hitting 
slap  + ing  = slapping 

If  you  know  your  spelling  needs  a lot  of  work,  there  are  a few  other  spelling  rules  you  may 
want  to  learn.  You  can  find  additional  rules  in  your  Writing  Skills  Handbook,  pages  92-96. 


^ Education  Systems  Corporation  (1972,  1974).  Skills  In  Language  1 and  2.  Cambridge 
Book  Company;  and  Phyllis  Mathis  (1971).  Increase  Your  Vocabulary,  Book  1.  Cambridge 
Book  Company. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  2 
Writing  Notes  and  Narratives 
UNIT  15 

Grammar  and  Punctuation  Review 


Job  Context:  Writing  Reports  and  Log  Entries 

Communication  Skills:  Using  Correct  Verb  Forms;  Using  Correct  Punctuation;  Writing 
Skills 

Objectives: 

• review  concept  of  subject-verb  agreement 

• review  verb-tense  agreement 

• review  rules  for  using  commas 

• practice  using  correct  grammatical  form 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

This  unit,  from  the  OMRDD  Effective  Writing  Skills  Supplemental  Learning  Guide, 
reviews  correct  grammar  and  punctuation  usage. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 
Area  2,  Unit  15).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

1.  Read  the  Supplement  Use  Correct  Grammar  and  Punctuation. 

2.  Complete  the  Activity  Sheet.  Refer  back  to  the  passage  when  answering  questions  if 
necessary. 


Learning  Activity  2 

Choose  one  of  the  writing  assignments  you  completed  previously  in  Theme  Area  1 or 
Theme  Area  2.  Edit  your  writing  using  the  grammar  and  punctuation  rules  you  reviewed 
today . Ask  yourself  the  questions  on  the  following  page  as  you  are  editing. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• The  Activity  Sheet  for  Learning  Activity  1 

• A copy  of  the  work  you  edited  for  Learning  Activity  2 

• The  Editing  Sheet  for  Learning  Activity  2 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  2,  UNIT  15,  LEARNING  ACTIVITY  2 
Questions  for  Editing 

1 . Have  I changed  person  in  the  course  of  a sentence? 

2.  Are  the  subject  and  the  verb  in  a sentence  consistent  in  number? 

3.  Is  the  tense  the  same  throughout  my  writing? 

4.  Is  the  voice  the  same  within  a sentence? 

5.  Have  I used  the  active  voice  whenever  possible? 

6.  Have  I used  commas  correctly? 
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Theme  Area  2,  Unit  !b 
Suppl ement 


Use  correct  grammar  and  punctuation 


The  grammatical  elements  to  consider  are  person,  number,  tense,  subject,  and  voice. 

Person 

Person  refers  to  the  distinction  between  the  person  speaking  (first  person),  the  person  spoken 
to  (second  person),  and  the  person,  object,  or  concept  spoken  about  (third  person).  Be  careful 
not  to  change  person  in  the  course  of  a sentence. 

Example:  A staff  person  should  file  an  expense  report  for  a trip  no  later  than  two  weeks  after 
you  return. 

Solution:  A staff  person  should  file  an  expense  report  for  a trip  no  later  than  two  weeks  after  he 
or  she  returns. 

Example:  One  should  lock  up  if  you  are  the  last  person  to  leave. 

Solution:  You  should  lock  up  if  you  are  the  last  person  to  leave. 


singular,  the  verb  should  be  singular.  If  the  subject  is  plural,  the  verb  should  be  pluraL 
Problems  sometimes  arise  because  a writer  does  not  know  what  the  subject  of  a sentence  is. 
For  example,  what  is  the  subject  of  this  sentence:  “Each  of  the  managers  is  responsible  for  a. 
particular  function”?  The  subject  is  “each,”  which  is  singular.  The  subject  is  not  “managers^" 
which  is  the  object  of  a preposition. 

Example:  Each  of  the  managers  are  responsible  for  a particular  function. 

Solution:  Each  of  the  managers  is  responsible  for  a particular  function. 


Number 

The  subject  and  the  verb  in  a sentence  should  be  consistent  in  Number.  If  the  subject  is 


Tense 


Tense  indicates  when  an  action  takes  place.  You  should  not  change  tenses  in  a piece  of 
writing  unless  you  are  speaking  about  actions  that  take  place  at  different  times. 

Example:  This  memo  has  five  sections.  Section  HI  will  describe  closing  procedures. 

Solution:  This  memo  has  five  sections.  Section  in<lescribes  closing  procedures. 

Example:  Before  we  had  written  this  letter,  we  investigated  the  possibility  of  purchasing  a new 
computer. 

Solution:  Before  writing  this  letter,  we  investigated  the  possibility  of  purchasing  a new  com- 
puter. 

Voice 

Voice  indicates  whether  the  subject  of  a sentence  is  the  doer  of  an  action  (active  voice)  or  the 
receiver  of  an  action  (passive  voice).  Do  not  change  voice  within  a sentence. 

Active  Voice:  “The  supervisor  has  approved  Kathy’s  request” 

Passive  Voice:  “Kathy’s  request  has  been  approved  by  the  supervisor.” 

The  active  voice  is  generally  preferable  because  it; 

1.  Always  teUs  who  or  what  performed  the  action. 

2.  Always  requires  fewer  words. 

3.  Usually  creates  a more  forceful  tone. 

Example:  During  the  first  part  of  the  year,  we  concentrated  on  personnel  issues;  in  the  next 
two  months,  accounting  issues  were  given  more  attention. 

Solution:  During  the  first  part  of  the  year,  we  concentrated  on  personnel  issues;  in  the  next  two 
months,  we  focused  on  accounting  issueSl 


12? 


o 

ERIC 


105 


Punctuation 

Most  punctuation  problems  involve  commas.  The  following  rules  should  help  you  use 
commas  correctly. 

1.  Use  commas  to  separate  items  in  a list.  . ' 

The  agency  will  be  closed  for  the  holidays  in  November.  December,  and  mid  AprlL 
(The  last  comma  in  this  list  is  optional.) 

2.  Use  commas  to  set  off  parenthetical  parts  of  a sentence. 

Susan  Collins,  tvho  assumed  her  position  only  last  week,  is  already  thinking  about  retiring. 

3.  Use  a comma  after  an  introductory  clause. 

Before  you  decide,  listen  to  what  I have  to  say: 

4.  Use  a comma  before  the  words  and,  but.  or.  nor,  for,  and  so  when  they  link  two  indepen- 

dent  clauses  (two  clauses  that  could  stand  alone  as  independent  sentences). 

^ I know  thatypu  have  a low  opinion  of  him,  but  I think  that  you  should  give  him  a second 
chance. 


From:  OMRDD  Effective  Writing  Skills 


Supplemental  Learning  Guide 


ACTIVITY  SHEET 


Underline  the  correct  word  in  each  of  the  following  sentences. 


1.  The  attention  of  the  committee  members  (wanders,  wander)  out  the  window. 


2.  Reappraisal  of  their  aims  and  objectives  (is,  are)  mandatory. 


3.  Seven  sections  of  the  code  (needs,  need)  to  be  revised. 


4.  The  extent  of  the  problems  (has,  have)  yet  to  be  recognized. 


5.  (One,  You)  should  keep  receipts  for  all  of  your  expenses. 


6.  Pedestrians  should  use  extreme  caution  when  (you,  they)  cross  the  street  at  that 
intersection. 


Rewrite  the  following  sentences,  changing  passive  voice  to  active  voice. 


7.  Some  tasks  are  assigned  by  managers  which  are  considered  unnecessary  by  their 
employees. 


8.  It  is  the  belief  of  some  linguists  that  more  indirect  Questions  and  Qualifiers  are  used  by 
women  than  by  men  in  everyday  speech. 


9.  The  estimates  for  the  new  residence  were  considered  much  too  low  by  two  accountants. 


Insert  commas  in  the  appropriate  places. 


10.  Because  errors  in  writing  are  unacceptable  and  embarrassing  correctness  is  essential. 

11.  My  boss  has  a horrible  personality  and  most  people  avoid  him. 

12.  He  had  never  shot  a deer  in  his  life  but  he  told  great  hunting  stories. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  2 
Writing  Notes  and  Narratives 
UNIT16 
Changing  Shifts 

Joh  Context:  Writing  Notes  From  Own  Observations 

Communication  Skills:  Writing  Skills;  Observational  Skills;  Problem-Solving 
Objectives: 

• express  observations  in  writing 

• compare  and  contrast 

• assess  and  correct  own  writing 

• make  a problem-solving  decision 


Materials 


• Smdy  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

In  this  unit,  you  will  view  a videotape  of  the  change  of  shift  in  two  different  worksites. 
You  will  take  notes  on  your  observations.  You  will  compare  what  you  viewed  to  the  change- 
of-shift  procedures  at  your  own  worksite.  You  will  use  the  problem-solving  strategies  of 
observation,  analysis  (comparing  and  contrasting  procedures)  and  decision-making. 
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Description  of  Videotape  Material 


The  videotape  shows  occurrences  during  the  change  of  shift  at  two  different  worksites. 

The  videotape  for  this  unit  is  on  Tape  #1  and  is  labeled  Segment  7*.  It  begins  at  1:08:22  and 
ends  at  1:13:31,  when  the  words  "End  of  Segment  7"  appear.  It  is  in  two  sections.  The  first 
section  shows  the  change  of  shift  at  Linda's  Developmental  Center.  The  second  section  shows 
the  change  of  shift  at  Gabby's  Developmental  Center.  There  is  no  voiceover  on  this  tape.  Do 
not  worry  if  not  all  the  dialogue  is  clear.  Try  to  pay  attention  to  as  many  details  as  you  can. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 
Area  2,  Unit  16).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

1 . View  Segment  7.  At  the  end  of  Segment  7,  stop  the  tape. 

2.  Write  down  anything  you  remember  about  the  occurrences  at  each  worksite. 

3.  View  Segment  7 again,  taking  detailed  notes.  Stop  and  start  the  tape  as  much  as  you  need 
to.  View  the  Segment  a third  or  fourth  time  if  you  wish. 

Learning  Activity  2 

1.  Label  a sheet  of  paper  "Ways  Similar."  Using  your  notes,  make  a list  of  the  ways  that  the 
change  of  shift  is  similar  at  each  site. 

2.  On  another  sheet  of  paper  labeled  "Ways  Different,"  list  the  ways  that  the  change  of  shift 
is  different  at  each  site. 

3.  Think  about  the  change  of  shift  at  your  own  site.  How  is  your  change  of  shift  procedure 
similar  to  that  at  Linda's  and  Gabby's  Centers?  How  is  it  different? 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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Learning  Activity  3 


Pick  one  of  the  three  worksites:  Linda's,  Gabby's,  or  your  own.  What  works  well  in  how 
the  change  of  shift  is  carried  out?  What  is  problematic?  What  can  be  done  to  make  this 
transition  go  more  smoothly?  Is  there  a way  to  increase  communication  between  shifts? 

E-mail  a message  to  your  Instructor  to  share  your  opinions  on  this  issue.  Before  sending 
it,  edit  your  work  using  the  Questions  for  Editing  supplement  in  Unit  15.  Check  your  spelling 
using  the  All-In-One  spell-checker. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Notes  from  Learning  Activity  1 and  2 
Send  bv  e-mail 

• Message  from  Learning  Activity  3 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  3 
Incident  Reports 
UNIT  17 

Incident  Report  Regulations 
Job  Context:  Incident  Report  Regulations 

Conununication  Skills:  Reading  Comprehension;  Problem-Solving;  Writing  Skills 
Objectives: 

• review  Incident  Report  regulations 

• review  written  material  about  Incident  Report  regulations 

• understand  technical  vocabulary  through  the  context 

• describe  how  you  apply  regulations  to  own  practice 

• improve  writing  skills  - describe  an  event 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

This  unit  will  introduce  you  to  the  Theme  Area  on  Incident  Report  writing.  In  this  unit 
you  will  review  Incident  Report  regulations  and  policy  guidelines. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  3,  Unit  17).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 


The  Supplement,  Existing  Regulations,  Part  624,  Reportable  Incidents  and  Client 
Abuse,  is  part  of  the  information  which  is  found  in  the  NEWS  option  on  the  OMRDD 
network.  You  can  select  NEWS  from  the  same  Production  Application  Menu  where  you  find 
All-In-One.  NEWS  is  an  on-line  "bulletin  board"  where  you  can  find  out  important 
information  about  events,  training,  schedules,  and  regulations  which  may  be  important  to  your 
job. 

To  select  NEWS,  first  log  on  to  the  OMRDD  network  just  as  if  you  were  using  All-In- 
One.  Then,  simply  type  "NEWS"  instead  of  "Al"  and  press  Enter.  To  find  the  document  that 
contains  the  complete  text  of  the  Supplement  you'll  be  reading,  enter  "1"  (Central  Office 
News).  At  the  next  screen,  enter  "17"  (QA  Regulations),  and  then  select  "5"  (14NYCRR 
Part  624,  Reportable  Incidents  & Client  Abuse)  for  a complete  copy  of  the  text. 

The  Supplement  in  this  Learning  Activity  includes  only  part  of  these  regulations.  Feel 
free,  on  your  own,  to  review  the  rest  of  these  regulations  or  to  read  some  of  the  other  items  in 
NEWS.  You  can  also  print  documents  which  you  find  in  NEWS--review  your  Reference 
Manual  if  you  are  not  sure  how. 


Learning  Activity  2 

Read  the  Supplement,  Existing  Regulations,  Part  624  Reportable  Incidents  and  Client 
Abuse.  Answer  the  Comprehension  Questions  that  follow.  You  can  look  back  over  the 
passage,  if  you  wish,  to  help  you  in  answering  the  questions. 


Learning  Activity  3 

Section  624.2  (f)  on  page  1 of  the  supplement  states  that  not  every  event,  occurrence,  and 
behavior  problem  is  a Reportable  Incident  and  that  each  agency  should  decide  how  to 
document  these  other  events. 

On  a piece  of  looseleaf  paper,  give  an  example  from  your  experience  of  an  event  or 
occurrence  that  took  place  at  your  worksite  that  was  not  a Reportable  Incident  or  Allegation  of 
Client  Abuse  as  defined  in  the  supplement. 

How  did  your  agency  document  this  event  or  occurrence? 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Comprehension  Questions  from  Learning  Activity  2 

• Looseleaf  page  with  work  from  Learning  Activity  3 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
over  you  may  want  to  take  time  to  review  and  check  your  work. 


Existing  Regulations 

Part  624  Reportable  Incidents  and  Client  Abuse 
24.2  Background  and  Intent 


New  York  State  OMRDD 


The  purposes  for  reporting,'  investigating,  reviewing,  correcting  and 
monitoring  certain  events  or  situations  are:  to  enhance  the  quality 
of  care  provided  clients,  and  to  ensure  that  clients  are  free  from 
mental  and  physical  abuse. 


(b)  The  primary  function  of  the  reporting  of  certain  events  or  situations 
is  to  enable  program  executives,  administrators  and  supervisors  to 
become  aware  of  problems,  to  take  corrective  measures,  and  to  minimize 
the  potential  for  recurrence  of . the  same  or  similar  events  or 
situations.  The  prompt  reporting  of  alleged  client  abuse  can  ensure 
that  immediate  steps  are  taken  to  protect  other  clients  from  being 
exposed  to  the  same  or  similar  risk. 

(c)  The  reporting  of  certain  events  or  situations  in  an  orderly  and 
uniform  manner  facilitates  identification  of  trends,  whether  within 
a program  or. on  a statewide  basis,  which  ultimately  allows  for  the 
development  and  implementation  of  preventive  strategies. 

(d)  It  is  the  intent  of  this  Part  to  require  a process  whereby  those 
significant  events  or  situations  which  endanger  a client's 
well-being,  defined  in  Section  624.4  as  "Reportable  Incidents,"  are 
reported,  investigated,  reviewed,  and  corrective  actions  are  taken  as 
necessary. 


It  is  the  intent  of  this  Part  to  require  a process  whereby  an 
allegation  of  the  abuse  of  a client,  as  defined  in 

Section  624.4,  is  reported,  investigated,  reviewed  and  corrective 
actions  taken  as  necessary. 


(f)  Ih  is  not  the  intent  of  this  Part  to  mandate  that  every  event, 
occurrence,  behavior  problem  or  situation  attributable  to  or 
« 

involving  a client,  be  recorded  as  a reportable  incident.  It  shall 
be  the  responsibility  of  the  agency /program  to  determine  if  and  how 
client  related  events  or  situations,  other  than  reportable  incidents 
and  allegations  of  client  abuse  (as  defined  in  Section  624.4),  are 
to  be  documented,  processed,  monitored  and  analyzed  for  trends 
through  the  development  of  policies  and  procedures,  s'ubject  to  the 
approval  of  OMRDD;  and  to  develop  a mechanism  for  review  to  ensure 
compliance  with  such  policies  and  procedures . 


4.4  Reportable  Incidents,  Serious,.  Reportable  Incidents  and  Client  Abuse, 
Defined 


a)  Reportable  Incidents  and  Serious  Reportable  Incidents  - Significant 
events  or  situations  endangering  a client's  well-being, 

which  are  required  to  be  recorded  on  a standardized  form 
subject  to  approval  by  OMRDD;  reviewed,  investigated  and 
reported  to  designated  parties  according  to  established  procedures  of 
the  provider  agency /program;  reviewed  by  a standing  committee;  and 
lacted  upon  in  an  appropriate  manner  by  the  program  administrator 
to  bring  the  matter  to  closure.  A Serious  Reportable 
Incident  is  a reportable  incident  which,  because  of  the  severity  or 
sensitivity  of  the  situation,  must  also  be  immediately  reported  to 
^J“RDD  and  followed  up  in  writing  on  Form  OMR  147(1),  Reportable^ 
ERIC  cident  Reporting  Form. 


Abuse  - The  maltreatment  or  mishandling  of  a client  which  would 
endanger  the  physical  or  emotional  well-being  of  the  client  through 
the  action  or  inaction  on  the  part  of  any  individual  including  an 
employee,  volunteer,  consultant,  contractor,  visitor,  or  other 
persons,  whether  or  not  the  client  is  or  appears  to  be  injured  or 
harmed.  The  failure  tcp  exercise  one's  duty  to  intercede  in  behalf 
^ client  also  constitutes  abuse . All  allegations 
of  client  abuse  are  to  be  reported  on  a standardized  form 

subject  to  approval  by  OMRDD;  reviewed,  investigated  arti^ 
reported  to  designated  parties  according  to  established  procedures; 
reviewed  by  a standing  committee,-  and  acted  upon  in  an  appropriate 
manner  by  the  program, administrator  to  safeguard  the  well-being  of 
clients  and  to  bring  the  matter  to  closure.  All  allegations  of  : 
Client  abuse  must  be  immediately  reported  to  OMRDD  and  followed  up 
in  writing  on  Form  OMR  147(A),  Allegation  of  Client  Abuse.  Abuse  is 
categorized  as  follows: 


(1) 


Physical  Abuse  - Physical  contact  which  may  include,  but  is  not 
limited  to  such  obvious  actions  as  hitting,  slapping,  pinching, 
KicKing,  hurling,  strangling,  shoving,  or  otherwise  mishandling 
a client.  Physical  contact  which  is  not  necessary  for  the 
safety  of  the  client  and  causes  discomfort  to  the  client  may 
also  be  considered  to  be  physical  abuse,  as  may  the  handling  of 
a client  with  more  force  than  is  reasonably  necessary. 


(2)  Sexual  Abuse  - Any  sexual  activity  between  employees, 

consultants,  contractors  or  volunteers  and  clients.  Any  sexual 
activity  between  clients  and  others  or  among  client  is 

a consenting  adult . Sexual  abuse  includes  any  touching  or 
fondling  of  a client  directly  or  through  clothing  for  the 
arousing  or  gratifying  of  sexual  desires.  It  also  includes 
causing  a client  to  touch  another  person  for  the  purpose  of  . 
arousing  or  gratifying  personal  sexual  desires . 


(3)  Psychological  Abuse  - The  use  of  verbal  or  non-verbal 
expression  in  the  presence  of  one  or  more  clients  that  subjects 
the  client (s)  to  ridicule,  humiliation,  scorn.  Contempt  or 
denumanizat ion , or  is  otherwise  denigrating  or  socially 
stigmatizing.  In  addition  to.  language  and/or  gestures,  the: 
tone  of  voice,  such  as  that  used  in  screaming  or  shouting  at  or 
in  the  presence  of  clients,  may,  in  certain  circumstances, 
constitute  psychological  abuse. 

(4)  Seclusion  - The  placement  of  a client  in  a secured  room  or  area 
from  which  he  or  she  cannot  leave  at  will  is  considered  to  be 
"seclusion,"  not  time-out  (see  Glossary).  Seclusion  is 
considered  to  be  a form  of  client  abuse  and  is  therefore 
prohibited. 


(5)  Unauthorized  or  Inappropriate  Use  of  Restraint  - The  use  of  a.' 
device  to  restrain  a client  without  the  written,  prior  . ,c:.£, 
authorization  of  a physician;  or  the  "head  of  shift" 

if  the  physician  cannot  be  present  within  30  minutes.. 
The  intentional  use  of  a medication  to  control  a client's 
behavior  that  has  not  been  prescribed  by  a physician  for  that, 
purpose  is  considered  to  be  unauthorized  use  of  restraint. 
Inappropriate  use  of  a restraint  shall  include,  but  not  be 
limited  to,  the  use  of  a device (s)  or  medication  for  the 
convenience  of  staff,  as  a substitute  for  programming,  or  for' 
disciplinary  (punishment)  purposes. 
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izea  or  inapproprrace  use  ot  Aversive  Conaicioning 

- The  use  of  aversive 


conditioning  without  appropriate  permissions  is  the 
unauthorized  use  of  aversive  conditioning.  Inappropriate  use 
of  aversive  conditioning  shall  include,  but  not  be  limited  to, 
the  use  of  the  technique  for  the  convenience  of  staff,  as  a 
substitute  for  programming,  or  f.or  disciplinary  (punishment) 
purposes . 


(7)  The  Unauthorized  or  Inappropriate  Use  of  Time-out 

The  use  of  time-out  without 

appropriate  permissions:  is  the  unauthorized  use  of  time-out. 
Inappropriate  use  of  time-out  shall  include,  but  not  be  limited 
to,  the  use  of  the  teciinique  for  the  convenience  of  staff,  as  a 
substitute  for  programming,  or  for  disciplinary  (punishment) 
purposes . 


(8)  Violation  of  a Client's  Civil  Rights  - Any  action  or  inaction 
which  deprives  a client  of  the  ability  to  exercise  his  or  her 
legal  rights,  as  articulated  in  State  or  Federal  Law. 

(9)  Mistreatment  - The  deliberate  and  willful  determination  on  the 
part  of  a provider  agency's  administration  or  staff  to  follow 
treatment  practices  which  are  contraindicated  by  a client's 
Individual  Program  Plan,  which  violate  a client's  human  rights, 
or  do  not  follow  accepted  treatment  practices  and  standards  in 
the  field  of  developmental  disabilities. 

(10)  Neglect  - A condition  of  deprivation  in  which  clients  receive 
insufficient,  inconsistent  or  inappropriate  services, 
treatment,  or  care  to  meet  their  needs;  or  failure  to  provide 

•an  appropriate  and/or  safe  environment  for  clients.  Failure  to 
provide  appropriate  services,  treatment,  or  care  to  a client  by 
gross  error  in  judgment,  inattention,  or  ignoring  may  also  be 
considered  a form  of  "neglect." 

i.5  Reporting,  Recording  and  Investigation  Requirements 

a)  Every  agency  shall  document  reportable  incidents  and  allegations  of 
client  abuse,  as  defined  in  Section  624.4,  on  a standardized  form(s) 
designed  for  that  purpose,-  and  shall  develop  agency-wide  and  pro^am 
specific  policies  and  procedures  to  ensure  the  reporting,  recording, 
investigation,  review  and  monitoring  of  all  reportable  incidents 
and/or  allegations  of  client  abuse,  consistent  with  this  Part.  In 
establishing  the  difference  between  a reportable  incident  and/or  an 
allegation  of  client  abuse  and  a situation  that  need  not  be  reported, 
recorded,  investigated  and  reviewed  in  accordance  with  this  Part,  the 
reasoned  judgment  of  the  designated  program  administrator  shall 
prevail  when  in  conformance  with  agency/program  policy.  Such 
decisions  shall  be  documented  and  monitored  and  are  sxibject  to  review 
and  investigation  by  OMRDD  and/or  other  oversight  bodies . 


b)  Agency/program  policies  and  procedures,  whether  newly  developed  or 
representing  change  from  previously  approved  policies,  shall  be 
subject  to  approval  by  the  agency's  governing  body  and  OMRDD. 


Family  care  providers  shall  be  responsible  for 

immediately  informing  OMRDD  of  all  reportable  incidents  and/or 
instances  of  alleged  client  abuse,-  OMRDD  shall  be  responsible  for 
ensuring  that  all  other  reporting,  documenting,  investigation, 
notif irfzation,  review  and  monitoring  requirements  are  met. 
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n)  With  regard  to  all  reportable  incidents  and/or  all  allegations  of 

client  abuse,  the  client's  safety  must  always  be  the  primary  concern 
of  the  program  administrator  who  must  take  whatever  measures  appear 
to  be  reasonable  and  prudent  to  ensure  the  protection  of  the  client 
from  further  harm,  injury,  or  abuse,  aiy3  the  prompt  provision  of 
necessary  treatment  or  care.  When  appropriate,  the  employee (s) 
alleged  to  have  abused  a client (s)  ‘shall  be  removed  from  immediate 
proximity  to  the  client (s) . 
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THEME  AREA  3,  UNIT  17 

Existing  Regulations  Part  624 
Reportable  Incidents  and  Client  Abuse 


Comprehension  Questions 


1 .  What  are  the  two  purposes  of  reporting? 


2.  Why  is  it  important  to  report  alleged  client  abuse  promptly? 


3.  What  is  the  difference  between  the  way  that  a Reportable  Incident  is  reported  and  the  way 
that  a Serious  Reportable  Incident  is  reported? 


4.  What  is  the  definition  of  abuse? 


5.  A Jewish  individual  is  taken  to  a Protestant  church  service.  This  is  an  example  of  what 
type  of  abuse? 


6.  A direct  care  worker  shoves  an  individual.  This  is  an  example  of  what  type  of  abuse? 


7 .  An  individual  is  locked  up  in  her  room.  This  is  an  example  of  what  type  of  abuse? 


8.  What  is  the  responsibility  of  the  family  care  provider  in  reporting  incidents? 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  3 
Incident  Reports 
UNIT  18 

Recognizing  Client  Abuse 


Job  Context:  Incident  Report  Regulations 

Communication  Skills:  Reading  Comprehension;  Application  and  Generalization  of 
Information;  Making  Inferences;  Problem-Solving;  Writing  Skills 

Objectives: 

• describe  how  you  distinguish  between  different  types  of  incidents  of  abuse 

• describe  how  you  make  decisions  regarding  incidents  of  abuse 

• describe  how  you  apply  regulations  to  own  practice 

• improve  writing  skills 

• apply  information  to  new  situations 

• make  inferences  based  on  given  information 


Introduction 

This  unit  will  give  you  practice  in  recognizing  incidents  of  client  abuse. 


Learning  Activity  1 

The  Supplement,  "Is  This  Abuse?"  Exercise,  was  developed  by  the  Education  and 
Training  Department  of  the  Bernard  Fineson  Developmental  Center. 

Complete  the  exercise  by  answering  the  following  questions  for  each  scenario.  Is  this 
abuse?  What  type  of  abuse  is  it?  Refer  to  the  Regulations  Supplement  in  Unit  17  where  the 
different  categories  of  abuse  are  defined. 
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Learning  Activity  2 


In  this  unit,  you  will  be  sending  an  e-mail  message  to  your  Instructor  describing  a situation 
where  there  was  an  allegation  of  abuse  at  your  worksite.  Do  not  use  the  real  names  of  the 
parties  concerned.  Use  fictitious  names  only.  Be  sure  to  include  the  following  information: 

• Who?  What?  When?  and  Where? 

• category  of  abuse 

• steps  taken  by  Direct  Care  Worker  and  administration 

Be  sure  to  review  and  edit  your  work  before  sending  it  and  to  use  the  spell-check  feature  of 
All-In-One. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor; 

Send  bv  regular  mail 

• "Is  This  Abuse?"  Exercise  Worksheet 
Send  bv  e-mail 

• Description  of  incident  of  abuse  from 


Learning  Activity  2 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  3,  UNIT  18 
Supplement 

"Is  This  Abuse?"  Exercise 


1.  Nine-year-old  Jim  had  been  trying  to  button  his  own  shirt  for  months.  One  morning,  he 
successfully  completed  that  task  and  proudly  approached  a Direct  Care  Worker.  The  Direct 
Care  Worker  did  not  express  praise;  instead,  she  pointedly  and  slowly  unbuttoned  his 
shirt  and  walked  away. 

Is  this  abuse? 

Yes 

No 


Type  of  abuse 

2.  Bill,  a moderately  retarded  eleven-year-old,  is  taken  along  with  seven  other  retarded 
children  to  the  playground  by  an  aide.  Bill  climbs  to  the  top  of  the  slide,  falls  off,  and 
breaks  his  arm. 

Is  this  abuse? 

Yes 

No 


Type  of  abuse 

3.  Lisa,  a retarded  adolescent  living  in  a community  residence,  often  becomes  hyperactive  and 
disturbs  other  residents  who  are  watching  television  after  diimer.  In  order  to  protect  the  rights 
of  the  other  residents,  the  resident  manager  locks  Lisa  in  her  room  when  she  starts  to  become 
disruptive. 

Is  this  abuse? 

Yes 

No 


Type  of  abuse 


4.  Jean  is  a disabled  resident  who  has  some  walking  skills  but  who  usually  stays  in  a 
wheelchair  because  she  often  falls  and  hurts  herself.  During  busy  times  at  the  house,  the 
staff  secure  the  seat  belt  behind  her  so  that  she  won't  get  out  of  the  wheelchair  unassisted  and 
possibly  fall  and  hurt  herself. 

Is  this  abuse? 

Yes 

No 


Type  of  abuse 


5.  James,  a severely  retarded  resident,  refuses  to  eat  his  dinner  and  is  running  a slight 
temperature.  The  Direct  Care  staff  member  decides  to  see  how  he  is  feeling  in  the  morning 
before  reporting  it  to  the  nurse.  By  the  next  morning,  James  is  running  a high  fever  and  has  to 
be  rushed  to  the  hospital  where  he  almost  dies  of  a severe  respiratory  infection. 

Is  this  abuse? 

Yes 

No 


Type  of  abuse^ 

6.  During  a wait  in  line  for  the  facility  van  to  pick  residents  up,  Pat,  a resident,  playfully 
shoves  Martin,  another  resident,  who  scuffles  back.  During  these  moments  of  horse  play,  Pat 
steps  off  the  curb,  falls,  and  twists  his  ankle.  Martin  is  worried  about  Pat  and  apologizes 
while  trying  to  help  the  Direct  Care  staff  pick  him  up. 

Is  this  abuse? 

Yes 

No 


Type  of  abuse 

7.  Jerry,  a retarded  adolescent  living  at  an  ICF,  often  bites  himself  severely.  In  order  to 
modify  his  behavior,  the  therapy  aide  on  duty  applies  tabasco  sauce  to  Jerry's  tongue  and 
gums. 

Is  this  abuse? 

Yes 

No 


Type  of  abuse 


8.  A therapy  aide  is  asking  her  supervisor,  in  front  of  other  residents,  about  the  new  resident. 
The  supervisor  responds  loudly,  "Why  do  we  get  all  the  dregs  of  humanity?" 

Is  this  abuse? 

Yes 

No 


Type  of  abuse 


9.  Shawn,  a Direct  Care  Worker,  is  seen  rubbing  his  genitals  against  the  bed  while  sponge- 
bathing a young  client. 

Is  this  abuse? 

Yes 

No 


Type  of  abuse 

10.  Seventeen-year-old  Betty  lives  in  a community  residence.  Betty  is  being  pressured 
by  her  boyfriend  John  to  have  sex.  Betty  asks  her  caseworker  what  to  do  about  birth  control. 
The  caseworker's  response  is,  "You  don't  need  to  know  anything  about  that.  You  shouldn't 
get  involved. " 

Is  this  abuse? 

Yes 

No 


Type  of  abuse 

11.  While  Rosemaria,  a twelve-year-old  resident,  is  watching  TV,  Tom,  the  residence  aide, 
begins  to  tickle  her.  Rosemaria  doesn't  like  it,  and  repeatedly  asks  Tom  to  stop.  Tom  says, 
"I'm  just  trying  to  make  you  laugh.  You've  been  so  quiet  today,"  and  keeps  tickling 
Rosemaria. 

Is  this  abuse? 

Yes 

No 

Type  of  abuse 


Adapted  from  Preventing  Abuse  and  Neglect:  A Staff  Training  Curriculum  for  Facilities  Serving 
Developmentally  Disabled  Persons.  School  of  Social  Work,  Barry  University,  Miami  Shores,  Florida. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  3 
Incident  Reports 
UNIT19 

Different  Types  of  Incidents 


Job  Context:  Incident  Report  Regulations 

Conununication  Skills:  Reading  Comprehension;  Making  Inferences;  Application  of 
Information  to  Other  Settings;  Problem-Solving;  Writing  Skills 

Objectives: 

• review  Incident  Report  regulations 

• review  written  material  about  Incident  Reports 

• describe  how  you  distinguish  between  different  types  of  incidents 

• understand  technical  vocabulary  through  the  context 

• describe  how  you  apply  regulations  to  own  practice 

• improve  writing  skills  - provide  details  to  support  statements 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit,  you  will  review  in  more  detail  the  defmition  of  incidents.  In  addition,  you 
will  read  regulations  on  the  policy  for  reporting  incidents.  These  may  include  the  responsibility 
of  each  person  involved  and  the  procedure  they  should  follow.  Incidents  will  be  defmed  by 
type:  Serious  Reportable  Incidents,  Reportable  Incidents,  and  Minor  Incidents. 


This  reading  material  comes  from  the  booklet  OMRDD,  Reporting  Incidents,  developed 
by  the  Metro  New  York  DDSO  (Manhattan  DDSO).  The  information  in  the  booklet  is  based 
on  the  New  York  State  OMRDD  Existing  Regulation,  Part  624,  Reportable  Incidents  and 
Client  Abuse,  part  of  which  you  read  in  the  last  unit. 

The  regulation  gives  agencies  some  leeway  in  how  they  document  Minor  Incidents.  This 
unit  contains  only  one  interpretation  of  this  regulation.  Therefore,  the  procedures  described 
here  may  differ  slightly  from  those  followed  at  your  site. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  if  and  Unit  if  (Theme 
Area  3,  Unit  19).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

Read  the  Supplement,  Reporting  Incidents.  Answer  the  Comprehension  Questions  that 
follow.  You  can  look  back  over  the  passage,  if  you  wish,  to  help  you  in  answering  the 
questions. 


Learning  Activity  2 

In  the  Supplement  Section  of  this  Unit  are  three  Sample  Injury  Intervention  Forms 
completed  by  DDSO  staff. 

For  each  form,  answer  the  following  questions  on  your  looseleaf  page.  Refer  to  the 
Reporting  Incidents  Supplement  to  determine  which  categories  each  of  these  descriptions  falls 
into: 

1.  Would  this  occurrence  be  considered  an  Incident? 

2.  If  yes,  is  it  a Serious  Reportable  Incident,  Reportable  Incident,  or  Minor  Incident? 
Give  your  reasons  for  choosing  a particular  category. 

3.  Do  you  think  that  the  action  taken  was  adequate?  If  not,  what  should  the  person 
completing  the  form  have  done? 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor  by  regular  mail: 


• Comprehension  Questions  for  Learning  Activity  1 

• Looseleaf  page  with  work  from  Learning  Activity  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
1 is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


Theme  Area  3.  Unit  (9 
Suppl ement 

REPORTING  INCIDENTS 


REFERENCE: 

subject: 

topic: 


PART  624 
INCIDENTS 

SERIOUS  REPORTABLE  INCIDENTS 


I.  DEFINITION: 

A.  Serious  Renortahla  Incidents  - Are  reportable  incidents 
vjiich  because  of  the  severity  or  sensitivity  of  the 
situation,  must  also  be  immediately  reported  to  OMRDD. 


These  Include; 

1.  Injury  r Any  injury  that  results  in  the  admission  of 
the  individual  to  a hospital  or  24-hour  infirmary  for 
treatment  or  observation  because  of  the  incident. 


2. 


Leave  Without  Consent  - All  unauthorized  absences  of 
an  individual  for  more  than  two  (2)  hours  after 
formal  search  procedures  have  been  initiated. 
Reasoned  judgement,  talcing  into  consideration  the 
individual's  habits,  deficits,  capabilities,  health 
problems , etc . , shall  determine  when  formal ■ search 
procedures  need  to  be  implemented.  Formal  search 
pj^ocedures  must  be  implemented  if  the  individual  has 
been  missing  for  four  (4)  hours.  However,  formal 
search  procedures  shall  be  initiated  jfflffig'Aia'CglY  upon 
discovery  of  the  edssence  of  an  individual  whose 
edssence  constitutes  a recognized  danger  to  the 
possible  well  being  of  that  individual  or  others. 


3 . Death  - Any  death  due  to  other  than  natural  and 
expected  causes. 

4.  Medleation  Error  - Any  medication  error  that  results 
in  the  admission  of  the  individual . to  a hospital  or 
2 4 -hour  ihfimary  for  treatment  or  observation. 


5.  Criminal  Acta  - Any  possible  criminal  act  on  the  part 
of  individual  such  as  homicide,  homicide  attempt, 
rape,  pxiblic  lewdness,  robbery,  etc. 


6. 


Sensitive  Situations  - Individual  related  situations 
of  a delicate  nature  which  need  to  be  brought  to  the 
attention  of  OMRDD  as  expeditiously  as  possible. 


BEST  COPY  AVAILABLE 


II. 


policy: 


A.  All  serious  reportable  incidents,  as  defined  above,  shall 
be  reported  on  Form  147  I,  Reportable  Incident,  and 
thoroughly  investigated,  and  corrective  action  shall  be 
taken  to  prevent  recurrences. 

B.  Reports  of  serious  incidents  and  subsequent  documentation 
of  investigations  shall  be  maintained  so  as  to  protect 
the  privacy  of  individuals,  other  individuals  involved/ 
or  other  persons  whose  names  may  appear  in  the  repq^. 
They  shall  be  retrievable  by  individual  name  “and 
identification  code. 

C.  When  a serious  reportable  incident  is  suspected  to  have 

occxirred  at  a location  not  under  the  auspices  of  the 
SOICF/CR.  The  Team  Leader  shall  determine  whether 

program  is  state  operated  or  certified,  and  whether  the 
allegation  is  being  reported  and  investigated.  If  this 
cannot  be  determined,  or  if  the  event  occurred  at.  a 
program  not  certified  by  OMRDD,  an  investigation  is  to 
be  made  to  the  extent  possible,  and  followed  through  as 
for  incidents  occurring  in  the  SOICF/CR. 

D.  Investigations  which  require  access  to  other  progredi  fl 

their  staff,  individuals,  or  records  shall  be  attempted 
through  cooperation.  If  prompt  response  is  not 

forthcoming,  the  KBDSO  Deputy  Director  of  Program 
Operations  shall  be  contacted  for  assist2uice  in  the 
conduct  of  the  investigation. 

E.  The  SOICF/CR  Program  Manager  shall  notify  any  other 

program  with  which  the  individual  is  associated  of  any 
reportable  incident  or  aJ.legation  of  abuse  if  it  hits 
resulted  in  visible  evidence  of  injury  to  the  individual, 
may  be  of  concern  to  another  program,  or  may  impact  upon 
programming  or  activities  at  2inother  program. 

F . In  establishing  the  difference  between  a serious 

reportable  incident  and  a situation  which  need  not  be 
reported,  recorded,  investi^ted  emd  reviewed,  the 
reasoned  judgement  of  the  MBDSO  Director  or  his  designee, 
in  conformance  with  agency  policy,  shall  prevail.  Such 
decisions  shall  be  documented,  and  reviewed  by  the 
Special.  Incident  Review  Committee. 
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responsibility; 


PROCEDURE 


Staff  present  when 
incident  occurs 

1. 

Immediately  responds  and 
provides  necessary  services  to 
the  individual. 

2. 

Obtains  medical  assistance  as 
necessary. 

3. 

Notifies  Program  Manager,  Head 
of  Shift  immediately.  • ~ 

Nurse/Physician 

4. 

Renders  necessary  medical 
services.  Documents  on  Form 
147  I. . 

Program  Manager/ 
Head  of  Shift 

• 

5. 

Notifies  Team  Leader  immed- 
iately. After  business 
hours  notifies  AOD. 

Team  Leader 

6. 

Notifies: 

a.  The  Deputy  Director  of 
Program  Operations 
immediately. 

b.  If  incident  is  a medication 
error,  the  MBDSO  Nursing 
Program  Coordinator. 

7. 

Begins  to  fill  out  Pom  147  I, 
emd  ensures  that  each  staff 

vho  was  present  in  the 
room/emea  and/or  observed  or 
discovered  the  incident 
completes  employee  statement 
prior  to  conclusion  of  shift. 

8. 

Makes  entry  of  incident  on  DTP 
95,  Interdisciplinary  Treatment 
Team  notes. 

Nursing  Program 
Coordinator 

9. 

For  medication  erroir  with 
adverse  effects,  consults  with 

Te2ua  Leader. 
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Team  Laader 


10. 


..  ? 


Deputy  Director  of 
Program  Operations  * 


ICF/CR  Program  Manager 


Team  Leader 


Submits  results  of  preliminary 
investigation,  to  the  Deputy 
Director  of  Program  Operations 
within  24  hours  of  occurrence, 
including  Form  147  I,  and  any 
other  documentation,  availzdale 
at  the  time. 


11.  Further  investigates  incident 
and  writes  report,  submits  to 
Deputy  Director  of  Program.  - 
Operations  as  soon  as  possible. 


12.  Immediately  notifies; 

a.  MBDSO,  Deputy  Director  for 
Quality  Assurance. 

13.  Reviews  and  signs  completed 
Form  I,  emd  forwards  to  Special 
Incident  Review  Committee 
immediately . 

14.  Reviews  and  signs  Team  Loader 
investigation  report. 
Investigates  ftarther  if 
necessary.  Forwards  to 
Special  Review  committee  as 
soon  as  possible. 

15.  Within  24  hoxirs  notifies 
individual's  parents,  guardian, 
or  correspondent  \mleaa  other- 
wise documented  in  the 
individual ' s record . For 
WillowbrooJc  class  individuals, 
notifies  CAB. 

16.  Within  24  hours  sends  a copy  of 
Form  147  I to; 


a.  MBDSO  Deputy  Director  for 
Quality  Assurance 

17.  Within  three  (3)  worJcing  days 
sends  a copy  of  Form  147  I to; 

a.  Mental  Hygiene  Legal 
Services 

I 
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18  . 


19. 


20. 


Coordinator  of  21. 

Health  Services 


22. 


MBDSO  Director/Designee  23. 


24. 


For  all  Willowbrook  individuals 
sends  a copy  of  Form  147  I to: 

a.  Professional  Advisory 
Board 

b.  Consumer  Advisory  Board  (at 
Staten  Island) 

In  case  of  incident  involving  a 
criminal  act,  notifies  MBDSO 
Director. 

In  case  of  incident  involving  a 
death,  notifies,  the  MBDSO 
Director  and  the  Coordinator  of 
Health  Services. 

Immediately  notifies  the 
Medical  Exeuniner  and  the  Police 
by  telephone  for  all  suicides, 
homicides , accidental  deaths  or 
deaths  due  to  suspicions 
unusual  or  unnatural,  or 
unJcnown  circumstzmces. 

Ensures  the  completion  of  Form 
QCC  100,  and  submission  to  the 
Commission  on  Quality  of  Care 
within  72  hours. 

Notifies  law  enforcement 
officials  of  any  incident 
involving  criminal  acts  as  soon 
as  possible,  but  within  three 
(3)  working  days. 

Submits  written  report  on 
deaths  due  to  unusual  or 
unnatural,  siispicioiis 
circumstances  within  three  (3) 
working  days  to: 

a.  Law  Enforcement  officials 


b.  Medical  Examiner 


Team  Leader 


Special  Incident 
Review  Committee 


25.  Within  thirty  (30)  days  and 
monthly  thereafter  until 
closure,  submits  written 
follow-up  to  the  Special 
Incident  Review  Committee. 

26.  Review  all  serious  reportable 
incidents  within  one  (1)  week 
of  their  occurrence-  or 
discovery. 

27.  Sends  Committee  minutes  as 
monthly  report  on  progress  o:^ 
results  of  investigations  to; 

a.  MBDSO  Director 

b.  Board  of  Visitors 

c.  MHLS 

d.  CAB  - Only  for  willowbrook 
PAB  - Class  Individuals 

e.  MBDSO  Deputy  Director  of 
Program  Operations • 


pr  H" 
-tvJl 
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RE7EKEMCE : 

subject: 

topic: 


PART  624 
INCIDENTS 

REPORTABLE  INCIDENTS 


I.  DEFINITION; 

A.  Reportable  Incident  - Significant  events  or  situations 
which  endanger  an  individual's  well-being. 


These  include: 


1. 


2. 


Injury  - Any  suspected  or  confirmed  injury  or  harm 
to  individual,  whether  or  not  the  cause  can  be 
identified,  which  results  in  an  individual  requiring  - 
medical  or  dental  treatment  by  a physician,  dentist, 
physiciem-'s  assistant,  or  nurse  practioner  to  have 
the  condition  diagnosed,  controlled  and/or  attended 
to  with  more  thzui  first  aid,  include:  Choking 

incidents,  improper  substance  ingestion,  lacerations 
which  require  one  or  more  sutures,  humem  bites  where 
skin  is  broken,  and  seizure  falls  where  a head  injury 
is  sustained  and/or  marked  side  effects  are  noted. 

Leave  Without  Consent  — Absence  of  em  individual  for 
less  than  two  (2)  hours  where  such  absence 
constitutes  a recognized  danger  to  the  possible  well 
being  of.  that  individual  or  others. 


3.  Death  - All  loss  of  life,  regardless  of  cause. 

4.  Reatraint  - The  act  of  limiting  an  individual's 
behavior  through  the  use  of: 


a.  Any  device  which  prevents  the  free  movement  of 
both  arms  or  both  legs , as  ordered  by  a 
physician. 

b.  Any  device  which  totally  immobilizes  an 
individual,  as  ordered  by  a physician. 
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BEST  COPY  AVAILABLE 


.)'i 

n 


f 


c.  Any  device,  other  than  (a)  and  (b)  above,  whic‘'^^ 
is  ordered  by  a physician  but  is  not  sanctionv 

as  part  of  a specific  behavior  management  plan 
or  as  an  approved  physical  safeguard  or  medical 
safeguard. 

d.  Any  medication  as  ordered  by  a physician  as  a 
restraint,  or  which  renders  the  individual  unable 
to  satisfactorily  participate  in  programming 
leisure  or  other  activities. 

5.  Medication  Error  - That  situation  in  which  an 
individual  evidences  marked  adverse  effects  due  to: 

a.  The  administration  of  medication  in  a incorrect 
dosage,  in  an  incorrect  specified  form,  by 
incorrect  route  of  administration  or  which  has 
not  been  prescribed  or  ordered. 

b.  Administration  of  a medication  to  the  wrong  • 
individual . 

c.  Tailure  to  administer  a prescribed  medication. 

UOTB:  Errors  which  do  not  result  in  siarked 

adverse  effects  are  not  reportable 
incidents,  but  must  be  documented. 

6.  Sensitive  Situations  - Those  individual  related 
situations,  not  described  above,  which  may  be  of  a 
delicate  nature  emd  which  are  reported  to  ensxire 
awareness  of  the  circumstances. 


II.  VSiaSXi 

A.  All  reportable  incidents,  as  defined  edsove,  shall  be 
reported  and  documented  on  Form  147  I,  Reportable 
Incidents . All  reportable  incidents  shall  be  thoroughly 
investigated  and  corrective  action  shall  be  taJcen,  as 
appropriate,  to  prevent  recurrences.  Incident  reports 
and  sTibseguent  documentation  shall  be  siaintained  so  as 
to  protect  the  privacy  of  individuals,  other  individuals 
involved,  or  other  persons  whose  names  may  appeeu:  in  the 
report.  They  shall  be  retrievable  by  individual  neuae  and 
identification  code. 


BEST  COPY  AVAILABLE 
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B.  When  an  incident  is  suspected  to  have  occurred  at  a 
location  not  under  the  auspices  of  the  SOICF/CR, 

Leader  shall  determine  whether  the  program  is  =tat 
operated  or  certified,  and  whether  the  allegation  1 
being  reported  and  investigated.  If  this  cannot  b 
determined,  or  if  the  event  occurred  at  a Pjogj®® 
certified  by  OMRDD,  an  investigation  is  to  be  made  to 
extent  possible,  and  followed  through  as  for  incidents 
occurring  in  the  SOICF/d. 

C.  Investigations  which  require  access  to  fSImSd 

their  staff,  individuals  or  records  shall  be  attem^ed 
through  cooperation.  If  prompt  response  is  not  for^ 
coming,  the  MBDSO  Deputy  Director  of 

shall  be  contacted  for  assistance  in  the  conduct  of  the 
investigation . 

D.  In  establishing  the  difference  between  a 

incident  and  a situation  which  need  not  be  ^ 

recorded/-  investigated,  and  reviewed,  the 
judgement,  of  the  .MBDSO  Director  his  designee,  in 
conformance  with  agency  policy,  shall  *g 

decisions  shaJ.!  be.dociamented  and  reviewed  by  the  Speciai 
.Incident  Review  Committee. 

E.  When  an  incident  occurs,  the 

be  responsible  for  initiating  Pom  147  .1,  RopgrtaPifl 

Incidents. 


RggPOMSIBILinCl 

Staff  present  when 
incident  occurs 


Nurse/Physician 


1.  Immediately  responds,  and 
provides  necessary  .services  to 
the  individual. 

2.  Obtains  medical  assistance  as 

necesseunr* 

3.  Immediately  notifies  the 
Program  Manager  and  Head  of 
Shift. 

4.  Renders  necessary  medical 
services . 


Program  Manager/ 
Head  of  Shift 


5.  In  case  of: 

a.  Serious  incident,  see 
policy  on  Serious 
Reportzdsle  Incidents. 
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Nursing  Progran 
Coordinator 


I 


Nurse 


b.  Allegations  of  Abuse,  see 
Policy  on  Client  Abuse.  a 


. 6.  Notifies  Team  Leader  before 
the  end  of  shift.  After 
business  hours  notifies  AOD. 
If  the  incident  is  a 
medication  error,  notifies 
. the  MBDSO  Nursing  Program 
Coordinator. 


7.  Begins  to  fill  out  Form  147  I, 
and  ensures  that  each  staff 
member  who  was  present  in  the- 
room/ area  and/or  observed  or 
discovered  the  incident 
completes  employee  statement 
prior  to  conclusion  of  shift. 

8.  Makes  entry  of  incident  on  DVP 
95,  Interdisciplinary  treat- 

. ment  Team  notes . 

9 . For  medication  error,  with 
adverse  effects,  consults  with 
Team  Leader. 

10 . Completes  Medication  Error 
Form,  attaches  original  to 
incident  report,  emd  sends 
copies  as  indicated  in  Nursing 
Services  Manual . 

11.  For  medication  error  with  no 
adverse  effects,  completes 
only  Medication  Error  Pom: 

a.  Sends  original  to  Special 
Incident  Review  Committee. 

b.  Sends  copies  as  indicated 
in  Nursing  Services 
Memual . 


ERIC 


c 
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f 


>>! 

r>) 


Team  Leader 


Deputy  Director  of 
Program  Operations 


ICF/CR  Program  Manager 


Team  Leader 


12.  Completes  and  signs  Form  147 
I,  Reportable  Incident. 

Reviews  employee  statements. 
Submits  Form  147  I»  with 
attachments,  to  Deputy 
Director  of  Program 
Operations  within  48  hours  of 
occurrence  or  discovery  of 
incident. 

13 . Investigates  incident  further 
as  necessary  and  writes 
report.  Submits  report  to 
Deputy  Director  of  Program  • 
Operations  as  soon  as 
possible. 

14.  Reviews  and  signs 
completed  Form  147  I Forwards 
to  Special  Incident  Review 
Committee  one  (1)  week  prior 
to  Committee  meeting  date. 

15.  Reviews  and  signs  Team 
Leader/Program  Director 
investigation  report. 
Investigates  further  if 
necessary.  Forwards  reports 
to  Special  Incident  Review 
Committee  as  soon  as  possible. 

16.  Within  24  hours,  notifies 
individual's  parents, 
guardl&ii  f or  corraspondant 
unless  othherwise  documented 
in  the  individual's  record. 

17.  For  all  Willowbrook 
individuals,  sends  copy  of 
Form  147  I to; 


18. 


a.  Professional  Advisory 
Boeurd 

b.  Constimer  Advisor  Board  (ah 
Staten  Island) . 


ithin  three  (3)  working  days, 
ends  a copy  of  Form  147  I,  to 
he  Mental  Hygiene  Legal 
ervices. 


O 

ERIC 
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19. 


Coordinator  of 
Health  Services 


Special  Incident 
Review  Committee 


20. 


21. 


In  case  of  deathV  notifies 
Coordinator  of  Health  ^ 

Services. 

In  cases  where  the  incident 
results  in  death,  ensures  the 
completion  of  Form  QCC  100. 


Reviews  all  repoirtable 
incidents.  Submits 
recommendations  to  the  MBDSO 
Director.  See  policy  on 
Special  Incident  Review 


■>» 
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c. 


RZFERZKCZS: 

SUBJECT: 

topic: 


PAST  624 
lECZDEMT 

MOHITORZNO  OF  KIKOR 
ZECIDERTS 


I.  definition: 

Minor  ipeldnn-fca  - Incidents  that  require  only  first  aid, 
except  where  allegations  of  eibuse  are  made. 

II.  policy: 

Minor  incidents  shall  be  recorded  on  Form  147  I,  and  reviewed 
for  trends. 


RESPONSIBILITY: 

staff  observing  or 
discovering  incident 


Program  Manager/ 
Head  of  Shift 

Team  Leader 


Special  Incident 
Review  Committee 


procedure: 

1.  Provides  or  obtains  f^st  aid  . 
as  necessary. 

2.  Fills  our  Form  147  I. 

3.  Medces  entry  in  DVP  95, 
Interdisciplinary  Team  Notes. 

4.  Reviews  amd  signs  Form  147  I, 
amd  forwards  to  Team  Leader. 

5.  Reviews  :md  signs  Fora  147  I, 
emd  forwecrds  to  Special 
Incident  Review  committee. 

6.  Reviews  emd  identifies  any 
trends  or  patterns  which  may 
be  emerging,  etnd  refers  to 
he  MBOSO  Director. 


BEST  COPY  AVAILABLE 


Name 


THEME  AREA  3,  UNIT  19 
Reporting  Incidents 
Comprehension  Questions 


1 . What  are  the  major  differences  between  a Serious  Reportable  Incident,  a Reportable 
Incident,  and  a Minor  Incident? 


2.  What  is  the  responsibility  of  the  staff  present  when  the  incident  occurs  for  each  type  of 
Incident? 


THEME  AREA  3,  UNIT  19 


SUPPLEMENT 

SAMPLE  INJURY  INTERVENTION  FORMS 


-INJURY  INTERVENTION  FORM  #1 


... . 


UrUt: 


n. 


2i  INJURY 

I.  Time  the.  Injury  occuMed  oa  uoa  {oundt  /CJ  '^  /O 


Vatiet 


2.  Location  oi  occufuiencet 


hall 


hthjee^  7 0-  ■S-  u>a.4^  S+  ■ 


3.  TeJUon  uho  ob^eAved  ok  {ound  the  injuayt 

4.  VtACAibe  the  INJURY: 


5.  li  the  iniuAy  wcu  OBSERVEV,  descuhe  the  situation  and  events  leading  to  the  inJuAy: 

IP-  uja.lfctd  "7  uJ<i*4d-r-  ^>4-Ae.  lOQ.({ 

6,  li  the  injuAy  vxu  fOUND,  'deiCAibe  the  situation: 


7.  A^eA  the  injuAy  occuAxed  ox  uxu  {ound,  de&cxibe  atZ  ACTIONS  taken:  medical  I £iut  aid 

intzM>ention6f  notifications,  othexs:  Juph  aaot,  <a.pil(M> 

tPithed.  u)H-h  ''/T^KieVs  — oZ.  cf'fAe^  ^kJ^s  . 

oi^jLr-  5'fa-'AA  ujc^c  '4-Ae-r^  (Lyy^d-  ''ir^k-  ^ tUi^  Uid-  o,  u}Vee\chcur 

A 

TAJa  72:  WATERING: 

7.  Length  of  time  the  pex&on  was  unaccounted  fox: 

2.  location  of  occuAxence: 

3.  Vesexibe  the  situation,  include  whexe  the  pexson  was  found,  who  found  the  pexson,  any 
xelated  events  ox  cixcumstances,  any  possible  xeason  how/why  the  pexson  wandexed: 


NOTIFICATION: 

1m  PLEASE  make  an  tntxy  in  the  peogxess  note  aection  of  the  pexson^s  xeeoxd,  euamaxiaing 
the  oeeuAxeneZm 

2.  PLEASE  include  the  infoxmation  in  shift  xepoxtm  ^ 

^1^  file  the  completed  fonm  in  the  Unit  Communication  Sookm 

...  - ' - IGl 

of  pexsou  computing  foam  . 


TitU 


Vote 
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INJURY- tNttRVtNTiON  FORn  si 


\ (S' 


Lm  • . tf.  ... 

• ««•••  « • ••••  •mm 

Jx  JkJURy 

7.  Tiac  the.  Injury  oecuxfied  on,  uxu  iowiidx  ^ 

2*  Location  o£  occunnanccx  p-o-is^ 

3,  Pejuon  uho  obncnved  on,  {ound  the.  tnJuJiyx 
4,  VcAcaibe  the  INJURV: 


Unitx  Votex 


■ ^ 


5.  1£  the  tnjuny  uxu  OBSERVEV,  dtbcxibe  the  ittuation  and  events  teaiUng  to  the  tnjuJiyx 
£•  the  tnjuny  uxu  FOUND ^ de&cntbe  the  httuationx 

/b-  A ' 

7.  AftteA  the  tnjuay  occtuiAei  oa  uxu  {ound,  dueoibe  aJU  ACTIONS  taken:  medicatf{Zn4t  aid 
AnteAwitconA p noti,£^cot^om p othzAA:  j 


TART  II.*  WANDEJIJNG: 


1.  Length  o£  tune  the  pex&on  uxu  unaccounted  £oa: 

2.  Location  o£  occuAAence: 


3,  VeAcniJbe  the  ettuationp  tnctude  whene  the  peuon  uxu  £ound,  uho  £ound  the  peuon,  any 
eventi  oa  aOLCtmitanceip  any  po66xJbte  neanon  hou/uhy  the  peAion  uxuidened: 


HCrmCATION: 


7.  FlEASE  agfcy  an  tntay  in  the  pnogntts  note  atcUon  o{  the  ptnoon'o  aecondp  eumnanizing 
the  occuAAence* 


( 


1. 


3. 


please  include  the  inionnation  in  Akiit  Atpont* 

♦ 

file  the  completed  ionm  in  the  Unit  CommuUcation  Book. 


SignatuAe  o{  peAOon  computing  ioom 

er|c 


IB  2 


Tieu 

BEST 


Bate 


INJURY  INTERVENTION  FORM  #3 


U INJUR/ 

7.  T^e  the.  4jijuAjf  occwiA.zjd  ok  utu  ioundt 

2.  ix>ox^n>i..occa«Ae/tc.e: 

3.  Ttfuon  uho  obAtfwtiU^  {ound  the.  tnjuKi/i 

4.  VtiCJube  the  INJURY: 


Unit:  VI  Vote:  4U^94- 


5,  I i the  ijijuKy  uxu  OESER/EP,  de^cxibe  tiit^'^^uation  and  events  leading  to  the  injuKy: 


6,  1£  the  injuKif  ueu  FOUND,  de&cxLbe  the  situation: 


7.  h^tex  the  injuKy  oeeuKKed  ok  uxu  £ound,  de6CKibe  alt  ACTIONS  taken:^>^edical / ^iK&t  aid 
intz>Lvention6,  notifications,  otheu: 


U:  WANDERING:  ' 

7.  Length  of  time  the  pcK&on  uas  unaccounted  foK:  nTjLJAj 

2.  Location  of  ocauAKence:  1— 

3.  VexcAibe  the  situation,  include  lohexe  the  pzASon  loas  found,  loho  found  the  pexson,  any 
Kelated  events  ok  ciKcumstances,  any  possible  Keason  hout/uky  the  peKson  uandeKed: 

® Iddc/^  Lcrt'^cijLiwc*  ”t)ook.  Q 

P^c/vvjkj^  IJCDuo.  C^trC^  <Tr\  ^ 


CTL. 


kOrmCATlON: 

7.  PLEASE  Mo&e  an  entKy  in.  the  pKogaess  note  section  of  the  ptKSon*s  KtcoKd,  sumnoAizing 
the  oeeuAKence. 

2.  PLEASE  include  the  infonmatian  in  shift  KepoKt,  f » 

K Fite  the  completed  fonm  in  the  Unit  Cowmunication  Boolu 


^ 'Kfn^t  oA 

ERIC  ‘ 


■4. 6 3" 


i 
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TiXU 

BEST  C0PYAVAILA8I 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  3 
Incident  Reports 
UNIT  20 

Examples  of  Abuse  and  Incidents 
Job  Context:  Incident  Report  Regulations 

Communication  Skills:  Reading  Comprehension;  Problem-Solving;  Writing  Skills 
Objectives: 

• describe  how  you  distinguish  between  different  types  of  incidents  or  allegations  of  abuse 

• describe  how  you  make  decisions  regarding  incidents  or  allegations  of  abuse 

• improve  writing  skills 


Materials 

• Study  Guide 

• Videotape 


Introduction 

In  this  unit,  you  will  identify  examples  of  abuse  or  reportable  incidents  and  review 
classification  and  reporting.  You  will  also  write  to  your  e-mail  partner. 


Description  of  Videotape  Material 

The  videotape  segment  gives  six  examples  of  abuse  or  incidents.  The  videotape  for  this 


unit  is  Tape  tf  \ and  is  labeled  Segment  8'.  It  begins  at  1:13:39  and  ends  at  1:18:09.  The 
words  "End  of  Segment  8"  appear  when  the  segment  is  over. 


Learning  Activity  1 

Segment  8 provides  6 examples  of  abuse  or  incidents.  View  each  example  one  at  a time. 
If  you  need  to,  view  the  sections  a second  time  to  complete  the  activity. 

Use  the  worksheet,  Supplement  1,  to  answer  these  questions  for  each  example: 

1 . Is  this  an  example  of  abuse  or  an  incident? 

2.  What  type  of  abuse  (physical,  sexual,  etc.)  or  incident  (Serious  Reportable,  Reportable, 
Minor)? 

3 . How  would  you  report  this  in  writing? 

After  you  have  finished,  check  the  answer  key.  Supplement  2. 


Learning  Activity  2 

Write  a message  to  your  e-mail  partner  on  a topic  of  your  choice.  You  might  want  to  talk 
about  how  you  like  the  program  so  far  or  just  use  this  opportunity  to  get  to  know  each  other  a 
little  better.  You  won't  be  sending  a copy  of  this  to  your  Instructor,  so  feel  free  to  write 
whatever  you  wish.  Edit  your  work  and  spell-check  it  to  make  it  as  clear  and  easy  to  read  as 
possible. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Worksheet  for  Videotape  on  Abuse  and  Incident  Examples,  Learning  Activity  1 


^ People  Do  Matter:  There  Is  No  Excuse  for  Abuse  - Abuse  Awareness  and  Prevention,  Copyright 
1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  DisabUities,  Office  of  Workforce  Planning 
and  Development. 


147 


165 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


Name 


THEME  AREA  3,  UNIT  20 
Supplement 

Worksheet  for  Videotape  on  Abuse  and  Incident  Examples 
Videotape  1,  Segment  8 

Example  1;  Child  With  Shirt 

1.  Is  this  an  example  of  abuse  or  an  incident? 

Abuse Incident 

2.  What  type  of  abuse  (physical,  sexual,  etc.)  or  incident  (Serious  Reportable,  Reportable, 
Minor)  is  this? 

3 . How  would  you  report  this  in  writing? 


Example  2;  Direct  Care  Workers  Talking 

1.  Is  this  an  example  of  abuse  or  an  incident? 

Abuse Incident 

2.  What  type  of  abuse  (physical,  sexual,  etc.)  or  incident  (Serious  Reportable,  Reportable, 
Minor)  is  this? 


3.  How  would  you  report  this  in  writing? 


Example  3:  Individual  in  Street 

1 . Is  this  an  example  of  abuse  or  an  incident? 

Abuse Incident^ 

2.  What  type  of  abuse  (physical,  sexual,  etc.)  or  incident  (Serious  Reportable,  Reportable, 
Minor)  is  this? 

3.  How  would  you  report  this  in  writing? 


Example  4:  T.V.  Disruption 

1 . Is  this  an  example  of  abuse  or  an  incident? 

Abuse Incident 

2.  What  type  of  abuse  (physical,  sexual,  etc.)  or  incident  (Serious  Reportable,  Reportable, 
Minor)  is  this? 

3.  How  would  you  report  this  in  writing? 
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Example  5:  Man  in  Wheelchair 


1.  Is  this  an  example  of  abuse  or  an  incident? 
Abuse  Incident 


2.  What  type  of  abuse  (physical,  sexual,  etc.)  or  incident  (Serious  Reportable,  Reportable, 
Minor)  is  this? 


3.  How  would  you  report  this  in  writing? 


Example  6:  Keith  Exploding 

1.  Is  this  an  example  of  abuse  or  an  incident? 

Abuse Incident 

2.  What  type  of  abuse  (physical,  sexual,  etc.)  or  incident  (Serious  Reportable,  Reportable, 
Minor)  is  this? 

3.  How  would  you  report  this  in  writing? 


THEME  AREA  3,  UNIT  20 


Example  1 
Example  2 
Example  3 
Example  4 
Example  5 
Example  6 


Supplement  2 
Answer  Key 

Worksheet  for  Videotape  on  Abuse  & Incident  Examples 

: Psychological  Abuse,  147  (A)  Allegations  of  Client  Abuse 
: Psychological  Abuse,  147  (A)  Allegations  of  Client  Abuse 
: Psychological  Abuse  or  Physical  Abuse,  147  (A)  Allegations  of  Client  Abuse 
: Seclusion,  147  (A)  Allegations  of  Client  Abuse 
: Neglect,  147  (A)  Allegations  of  Client  Abuse 
: Minor  Incident  *,  147  (I)  Incident  Report  Form,  Log  Book,  (N27) 


* How  this  is  reported  may  be  different  in  each  DDSO. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  3 
Incident  Reports 
UNIT  21 

Incidents  at  Your  Worksite 


Job  Context:  Reporting  Incidents 

Conununication  Skills:  Reading  Comprehension;  Problem-Solving;  Writing  Skills 
Objectives: 

• review  Incident  Reports 

• review  written  material  about  Incident  Reports 

• review  technical  vocabulary  through  the  context 

• describe  how  you  apply  regulations  to  own  practice 

• improve  writing  skills  - writing  supportive  details 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit,  you  will  apply  what  you  have  reviewed  so  far  to  your  own  experience  with 
incidents  at  your  worksite. 


Learning  Activities 

For  this  unit,  you  will  be  using  the  All-In-One  e-mail  to  complete  your  Learning 
Activities.  Address  your  message  to  your  Instructor.  Some  of  these  Learning  Activities  ask 
for  you  personal  opinions  or  experiences.  Any  information  you  give  will  be  kept  confidential. 


Learning  Activity  1 

1.  In  a paragraph  or  two,  describe  an  incident  that  happened  at  your  own  worksite. 

2.  Which  category  of  incidents  does  it  fit  into?  (Refer  to  readings  from  Unit  19).  Why 
do  you  believe  it  fits  in  this  category? 

3.  What  are  the  steps  that  you  took  to  report  the  incident? 


Learning  Activity  2 

1.  Reread  the  procedures  for  the  type  of  incident  you  describe  (Readings  Unit  19). 

2.  Read  the  Supplement,  Incident  Reporting  Procedures.  This  supplement  refers  to  the 
steps  that  the  Administrator  on  Duty  (AOD)  should  take  when  reporting  an  incident. 

3.  Which  of  the  reporting  procedures  described  in  the  Supplement  to  Unit  19  did  you  follow? 

Which  didn't  you  follow?  Why  not? 

4.  To  your  knowledge,  which  of  the  procedures  described  in  Incident  Reporting  Procedures 
did  the  administrator  on  duty  follow?  Which  didn't  he  or  she  follow?  Why  not? 

5.  Is  the  practice  for  reporting  different  at  your  site  from  what's  described  in  these 
regulations?  In  what  ways? 

6.  Given  the  information  you've  reviewed  in  this  unit  and  your  own  experiences,  would  you 
do  anything  differently  the  next  time?  What  would  you  change  and  why? 

7.  Before  sending  your  e-mail  message,  be  sure  to  reread  and  edit  your  work  and  to  check 
the  spelling  using  the  spell-check  function. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT; 


Send  the  following  to  your  Instructor: 

Send  by  e-mail 

• Writings  from  Learning  Activities  1 and  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


Theme  Area  3,  Un  i t 2i 
Suppl ement 


INCIDENT  REPORTING  PROCEDURES 


I.  When  the  AOD  becomes  aware  of  an  Allegation  of  some  type  of 
wrong-doing  OR  a Serious  Reportable  Incident: 

1.  Ensure  that  the  147A  or  I form  is  completed— 

a.  Ensure  all  notif ibations  have  been  completed  within 
designated  time  frames — Correspondent,  AOD,  QA  - Hotline, 
Regional  Office,  MHLS,  Willowbrook,  (if  applicable). 

b.  The  child  abuse  registry  is  called,  if  the 
individual  is  under  18  years  old  (our  agency  code  is  00C05770) 
(see  attached) . 


[The  police  are  to  be  notified  if  sexual  abuse,  within  72  hours 

(get  a complaint  # and  record  it) . ] ^ i.  • i 

2.  For  sexual  and  physical  abuse,  ensure  that  a physical 

examination  is  completed,  immediately. 

3.  For  ALL  allegations,  a credibility  assessment  according 
to  outline  (see  attached)  must  be  completed  by  the  psychologist 
for  all  individuals  involved,  including  ttose  who  are  witnesses. 

a.  This  information  should  be  included  in  the 
preliminary  investigation,  when  possible.  If  not  completed  by 
then,  submit  upon  completion. 


II.  A preliminary  investigation  must  be  submitted  within  24-48 
hours,  as  per  BFDDSO  policy.  (See  attached  examples  for  suggested 
format.)  It  should  include,  but  not  be  limited  to: 

a.  Brief  summary  of  the  history  of  the  individual, 
including  diagnoses,  behaviordl  programs,  counseling,  relevant 

medical  information,  etc.  j 

b.  Summarize  all  pertinent  information  regarding  the 

incident  described  on  the  147A  form. 

c.  Physical  findings 

d.  Report  findings — summarize  any  immediately  available 
statements,  psychological  assessment,  physical  evidence. 

e.  Make  a determination  - ( Sxibstantiated/  Disconf irmed/ 
Inconclusive)  and  note  the  basis  for  this  determination. 

f.  Recommendation  for  additional  investigation,  if  needed. 

g.  List  corrective  actions  and  preventive  measures, 
including  behavioral  programs,  counseling,  inservice  training 
issues,  disciplinary  issues. 


(Note:  Documentation  or  verification  will  be  needed  to  close  all 
cases  where  recommendations  are  noted.) 


BEST  COPY  AVAILABLE 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  3 
Incident  Reports 
UNIT  22 

Vocabulary  Review 

Job  Context:  Understanding  Vocabulary  Pertaining  to  Incident  Reports 
Conununication  Skills:  Vocabulary  Development;  Reading  Comprehension 
Objectives: 

• review  use  of  vocabulary  on  Incident  Report  form 

• use  a strategy  for  understanding  vocabulary  in  context 


Materials 


• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

In  this  unit,  you  will  review  the  vocabulary  that  appears  on  an  Incident  Report  form. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  if  and  Unit  if  (Theme 
Area  3,  Unit  22).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity 

1.  A copy  of  an  Incident  Report  form  is  attached.  Look  it  over.  Circle  any  words  whose 
meanings  you  don't  know  or  aren't  sure  of. 

2.  On  a sheet  of  looseleaf  paper  make  a list  of  these  words.  Next  to  each  word  write  what 
you  think  it  means.  Also  write  what  makes  you  think  this  is  the  definition.  Use  the 
context  of  your  reading  to  help  you  in  trying  to  figure  out  an  unknown  word. 

For  example,  if  you  didn't  know  the  meaning  of  "psychotropic"  in  item  13,  you  could 
figure  out  that  it  is  a kind  of  medication  because  it  is  located  in  a list  asking  for  the  medication 
regimen  of  the  client.  You  might  also  know  that  the  prefix  "psych-"  has  something  to  do  with 
the  mind.  Even  if  you  didn't  know  that  a "psychtropic"  medicine  is  one  that  acts  on  the  mind, 
you  could  take  a fairly  good  guess  by  analyzing  the  word  and  the  other  words  around  it  on  the 
form. 

3.  In  your  dictionary,  look  up  the  words  whose  meanings  you  weren't  sure  of.  Only  do  the 
first  fifteen  words  on  your  list  if  you've  identified  more  than  fifteen  difficult  words.  For 
how  many  words  was  your  educated  guess  similar  to  the  actual  meaning? 

4.  How  are  these  words  used  in  a written  text?  Look  back  at  the  reading  material  on  Incident 
Reports  in  Units  17  and  19.  Skim  the  text.  See  if  you  find  any  of  the  words  you've 
identified.  Read  the  sentences  that  come  before  and  after  the  unknown  words  to  see  if  they 
help  you  understand  them  better. 

5.  Now  that  you  know  the  meaning  of  these  words,  pick  five  of  the  words  you've 
defined  and  use  them  in  a sentence. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Notes  on  Learning  Activity 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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i neifie  Areci  ji , unit  12 

Suppl ement 

1.  AGENCY 

Form  OMR  147  (I) 

2.  FACILITY  NAME 

3.  PROGRAM  TYPE 

REPORTABLE 

4.  FACILITY  ADDRESS 

INCIDENT 

REPORTING  FORM 

. 5.  PHONE 

( ) 

6.  IS  THIS  A 1 □ Yes 

SERIOUS  ^ 

INCIDENT  2 U NO 

7.  INCIDENT  NUMBER 

Ai  TO  B€:COMFM,ETED  Br  STAFF  DESIGNATED  iM  AGENGY  POtfCV 


8.  CLIENT'S  NAME  (Last,  First) 


9.  AGE 


10.  SEX 

1 Dm 


11.  CLIENT  I.O.  NO. 


12. 


ADAPTIVE  BEHAVIOR  DEFICITS 
(X  All  Which  Apply) 


Moderate 
1 
2 

3 

4 

5 


□ 

□ 

□ 

□ 

□ 


Severe 

6 O Communication 

7 D Independent  Living 

8 O Learning 

9 O Mobility 

10  O Self  Direction 


! DEVELOPMENTAL  DISABILITY 
I 1 □ MR  2 □ Mild  4 □ Severe 

I 3 D Moderate  5 D Profound 


! 6 □ C.P. 

! 7 □ Epilepsy 
i 8 D Autism 

I 9 n Neurological  Impairment 
! (Specify  in  #35} 


13.  MEDICATION  REGIMEN  OF  CLIENT  (X  One  Only) 


1 D None  6 

2 D Antibiotic  Only  7 

3 D Psychotropic  Only  8 

4 Q Antiepileptic  Only  g 

5 n Antibiotic- 

Psychotropic 


Q Antibiotic  Antiepiieptic 
O Psychotropic-Antiepileptic 
□ Psychtropic-AntiepilepUc- 

n Other 
Q Missing 


Antibiotic 


. DATE  & TIME  OF  INCIDENT: 

1 O Observed  2 D Discovered 


Mo. 

Day 

Year 

Hour 

Min. 

D AM 

I 

I 

i 

i 

I 

D PM 

15.  Number  of  Clients  Present  at 
Time  of  Incident  ^ ^ 


16.  Number  of  Employees  Present 
at  Time  of  Incident 


17.  CLASSIFICATION  OF  INCIDENT  (X  One) 

1 O injury 

2 Q Leave  Without  Consent 

3 D Death 

4 O Restraint 

5 O Medication  Error 

6 D Possible  Criminal  Act 

7 O Sensitive  Situation 


18.  Is  this  incident  also  a case  of  Suspected 
Client  abuse?  rn 

1 □ Yes 

2 □ No 

If  "yes  ' complete  reverse  side. 


20.  CAUSES  OF  INCIDENT  (X  All  Which  Apply) 


19.  Was  this  a sudden  or  Unusual  Death? 

1 □ Yes 

2 □ No 


1 D Action  of  Client  (See  *23) 

2 D Physical  Handicap 

3 D Seizure/Fainting 

4 □ Fall 

5 □ Use  of  Restraint 

6 D Actions  of  Other  Client 

7 □ Actions  of  Employee 


8 Q Actions  of  Visitor 

9 Q Intoxication 
10  D Or'ug  Misuse 

PI  Hazardous  Conditions  on 
•1  LJ  Facility  Property 

12  D faulty.  Inadequate  or 

Inappropriate  Equip. 

13  U Unknown 

14  Q Other  (Specify  in  #25) 


21.  LOCATION  OF  INCIDENT: 

1 O Indoors  2 D Outdoors  ! 


22.  SPECIFIC  LOCA*nON 

1 D Living  Room  3 O'  Kitcnen  5 D Hallway 

2 O Bedroom  a O Bainroom  6 O Staircase 


7 □ Oinmg  Room  9 Q Recreation  Area/Room  n Q UnKnown 

8 Q Program  Room  10  Q Off  Facility  Property  12  Q Omer  (Specify  irr  25) 


23.  CLIENTS  ACTIONS  (X  One  Only  if  Box  #1 
in  Item  20  was  marked) 

1 O Self  Abusive 

2 D Assaultive 

3 Q Provocative 

4 D Accidental 

5 D Other  (Specify  in  #25) 


24.  WHAT  CORRECTIVE  OR  OTHER  AC*nONS  HAVE  BEEN  TAKEN? 

Other  (Explain): 


1 D Medical  Treatment 

2 O Client  Relocated 

3 O Staff  Relocated 

4 Q Maintenance  Request 

5 O Plan  Modification 

6 O Client  Observation 

7 Q Client  Supervision 


25.  DESCRIPTION  OF  INCIDENT:  If  report  is  completed  by  person  other  than  individual  with  first  knowledge  of  situation,  attach  written  report  of  that 

person,  and  reports  from  any  other  persons  involved.  (1)  Describe  incident,  and  include  address  if  different  from  2/4  or  26.  (2)  Give  names  of  wiinesss 
and  others  involved.  (3)  Specify  first  aid  (if  given). 


(Continue  on  separate  sheet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  ADDRESS  (If  different  than  #2  & 4 above) 

; 27.  OOSO 

i 

! 

28.  TYPE  3 □ SOICF  6 □ FC 

1 DsOCR  4 Q VOICF  7 000 

2 DvOCR  5 □ Otner; 

29.  CLIENTS  PRESENT  LOCATION  (If  different  from  residence) 

30.  PRINT  NAME  OF  PERSON  COMPLETING  PART  A I TITLE 

I 

SIGNATURE 

1 DATE 

i 

31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW  i TITLE 

1 

SIGNATURE 

1 OA'TE 

j 

: . PART  d Tg  be  Compteled  t>y  OEfecfor/Chl^  EXecutfvir  Afler-Review 


SIGNATURE 

b ^ 

DATE 

P ART C * To •BeCompHfed  By  ibe iflcikfeAt  Rwlew  Co"****^****  . 

32.  Was  this  information  inaccurate  or  insufficient?  , SIGNATURE  1 

1 n Yes  • If  "Yes".  Soealy  on  attached  sheet  , / ■ | 

’ No 

V f *-  ! 

|OATE 

! 

ERIC  Xt7 


BEST  COPY  AVAILABLE 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  3 
Incident  Reports 
UNIT  23 

Developing  Observational  Skills 
Job  Context:  Writing  Descriptions  of  Incidents 

Communication  Skills:  Developing  Observational  Skills;  Writing  Descriptions  of  Incidents 
Objectives: 

• cultivate  observational  skills 

• review  important  components  of  incident  descriptions 

• review  writing  descriptions  of  incidents 

• check  completeness  and  accuracy  of  own  descriptions 

• improve  writing  skills 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape#! 


Introduction 

When  filling  out  an  Incident  Report,  it  is  important  to  describe  what  happened  as  completely 
and  as  accurately  as  possible.  Item  #25  on  the  Reportable  Incident  Reporting  Form  147  (I)  asks 
for  a "Description  of  Incident."  Incident  Report  descriptions  should  answer  the  questions  Who? 
What?  When?  Where?  and  How? 

In  order  to  do  this,  it  is  important  to  develop  good  observational  skills  and  to  recognize  the 
most  important  information  to  put  in  an  Incident  Report  description. 
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In  this  unit,  you  will  see  how  skilled  you  are  at  making  observations.  You  will  practice 
developing  your  observational  skills  beginning  with  a simple  setting  and  ending  with  a more 
complex  scene.  In  follow-up  units,  you  will  practice  writing  incident  descriptions  while  observing 
video  footage  of  actual  incidents. 


Description  of  Videotape 

The  videotape  segment  gives  a number  of  scenes  that  you  will  use  for  writing  descriptions. 
There  are  four  sections  in  this  segment.  The  first  section  shows  an  outdoor  scene  with  no 
dialogue.  Try  to  observe  details.  The  second  section  shows  a dining  area.  Once  again,  there  is  no 
dialogue  with  this  scence.  The  third  section  shows  a group  of  individuals  at  dinner.  The  fourth 
section,  Joe,  a Direct  Care  Worker,  talks  about  the  dining  activities  at  his  Center.  This  segment 
will  be  used  for  this  unit  and  for  the  next  unit.  Theme  Area  3,  Unit  24. 

The  videotape  for  this  unit  is  on  Tape  #1  and  is  labeled  Segment  9^  It  begins  at  1 : 18:09  and 
ends  at  1:29:29.  The  words  "End  of  Segment  9"  appear  when  the  segment  is  over.  The  location 
of  each  of  the  four  sections  is  as  follows: 

• Section  1 (outdoor  scene):  1:18:19  to  1:20:50. 

• Section  2 (dining  area):  1:20:51  to  1:23:18. 

• Section  3 (dining  activity):  1:23:19  to  1:27:12. 

• Section  4 (Joe's  comments):  1:27:13  to  1:29:29. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme  Area  3, 
Unit  23).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so  that  your 
Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning  Activities  ask  for 
your  personal  opinions  or  experiences.  Any  information  you  give  will  be  kept  confidential. 


Learning  Activity  1 

Before  watching  the  videotape,  imagine  that  you  have  to  write  a description  of  the  room  you 
are  sitting  in.  What  things  would  be  most  important  to  include  in  your  description?  Why?  Jot 
down  your  thoughts  on  a looseleaf  page. 


* Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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Learning  Activity  2 


1 . View  the  first  section  of  Segment  9.  Write  a description  of  what  you  see.  Rewind  the  tape 
and  view  this  section  a second  time  to  complete  your  description,  if  needed. 

2.  Turn  to  the  checklist  for  Segment  9,  Section  1 on  the  next  page.  Compare  your  description 
with  this  list  of  what  should  be  included  in  your  description.  Check  off  the  items  you've 
included.  Put  the  checklist  aside. 

3.  View  this  first  section  a third  time.  Add  to  your  description  anything  that  is  missing. 

4.  Turn  to  the  checklist  for  Section  1 again.  Check  off  any  additional  information  you've 
included.  Were  you  able  to  describe  most  of  the  important  parts?  Look  at  the  items 
you  left  out.  What  type  of  information  are  you  forgetting? 

5.  If  you  have  missed  any  items,  view  Section  1 a fourth  time  with  the  checklist  in  front  of  you. 
This  time,  complete  the  checklist  as  you  watch  . View  this  section  as  many  times  as  you  need 
to  complete  the  checklist. 


Learning  Activity  3 


1. 


View  the  second  section  of  Segment  9,  the  dining  area.  Write  a description  of  what  you  see. 
Rewind  the  tape  and  view  this  section  a second  time  to  complete  information  as  needed. 


2.  Turn  to  the  checklist  for  Segment  9,  Section  2 on  the  next  page.  Compare  your  description 
with  this  list  of  what  should  be  included  in  your  description.  Check  off  the  items  you've 
included.  Put  the  checklist  aside. 


3.  View  this  second  section  a third  time.  Add  to  your  description  anything  that  is  missing. 

4.  Turn  to  the  checklist  for  Section  2 again.  Check  off  any  additional  information  you've 
included.  Were  you  able  to  describe  most  of  the  important  parts?  Look  at  the  items 
you  left  out.  What  type  of  information  are  you  forgetting? 

5.  If  you  have  missed  any  items,  view  Section  2 a fourth  time  with  the  checklist  in  front  of  you. 
Complete  the  checklist  as  you  watch  this  time.  View  this  section  as  many  times  as  you  need 
to  complete  the  checklist. 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT; 


Send  the  following  to  your  Instructor: 
Send  bv  regular  mail 


• Notes  from  Learning  Activity  1 

• Description  and  checklist  for  Learning  Activities  2 and  3 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you  may 
want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session  is  over 
I you  may  want  to  take  time  to  review  and  check  your  work. 


O 

ERIC 


THEME  AREA  3,  UNIT  23 


Supplement 


Segment  9,  Section  1 : Checklist  for  Outdoor  Scene 
1ST  & 2ND  VIEWING  3RD  VIEWING 


• building  with  3 dark 
windows 


• trees  along  a curved 
road 


• walking  path 


• driveway  parallel  to 
walking  path 


• valley  of  trees  in 
background 


• indiv.  walking  quickly 
along  driveway 


• passes  other  indiv. 
following  1st  person  & 
indiv.  leaves  screen 

• playground/picnic  area 


164 


swing  set 


1ST  & 2ND  VIEWING 


3RD  VIEWING 


• merry-go-round-self- 
spin,  beige,  rectangular 
handles 

• redwood  picnic  table 


• stack  of  stones 


• green  lawn 


• thinly  spread  out  trees 
in  background 


• bald  spot  in  grass  in 
foreground 
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THEME  AREA  3,  UNIT  23 


Supplement 


Segment  9,  Section  2 : Checklist  for  Dining  Area 


1ST  & 2ND  VIEWING  3RD  VIEWING 


• 2-part  dining  room 


• back  section— 2 people 
sitting  at  the  table 


• front  section— empty 
dining  table 


• partial  view  of  table 


• 3 chairs 


• beige  table  cloth 

• white  flowers  in 
center  of  table 

• wood  china  cabinet 
to  the  left 


• plates  are  upright  on 
shelves 
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1ST  & 2ND  VIEWING 


3RD  VTEWTNG 


• mural  of  trees  hangs  on 
dining  wall 


• two  small  pictures  to 
left  of  mural 


• light  fixtures  in  line 
along  hallway  from  one 
dining  area  to  another 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  3 
Incident  Reports 
UNIT  24 

More  on  Observation 


Job  Context:  Writing  Descriptions  of  Incidents 

Communication  Skills:  Note-Taking  Skills;  Developing  Observational  Skills;  Writing 
Descriptions  of  Incidents 

Objectives: 

• practice  note-taking  skills 

• cultivate  observational  skills 

• review  important  components  of  incident  descriptions 

• review  writing  descriptions  of  incidents 

• check  completeness  and  accuracy  of  own  descriptions 

• improve  writing  skills  - write  a detailed  description 


Materials 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

In  this  unit,  you  will  continue  work  on  observational  skills  and  practice  writing  skills 
needed  to  write  Incident  Reports. 


Description  of  Videotape 

For  this  unit,  you  will  use  the  same  videotape  you  viewed  for  Unit  23.  The  videotape 
segment  for  this  unit  is  on  Tape  #1  and  is  labeled  Segment  9*.  It  begins  at  1 : 18:09  and 
ends  at  1:29:29.  The  words  "End  of  Segment  9"  appear  when  the  segment  is  over.  You 
will  be  working  with  Section  3 and  Section  4 of  Segment  9. 

The  location  of  these  2 sections  are  as  follows: 

Section  3 (dining  activity):  1:23:19  to  1:27:12. 

Section  4 (Joe's  comments):  1:27:13  to  1:29:29. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  tt  (Theme 
Area  3,  Unit  24).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

1 . View  Segment  9,  Sections  3 and  4. 

2.  Rewind  the  tape  to  the  beginning  of  Section  4.  In  this  section,  Joe  is  talking  about  the 
meal  procedure  at  his  center.  View  Section  4.  What  procedures  are  followed  for 
mealtime?  Take  notes  as  you  watch,  leaving  space  for  revisions  and  additions  upon 
subsequent  viewings.  Review  Section  4 as  many  times  as  needed  to  complete  your  notes. 

3.  Supplement  1 gives  a list  of  the  procedures  Joe  says  take  place  at  his  center.  In  the  left- 
hand  column,  check  off  the  ones  you've  included  in  your  notes.  If  there  are  any  you 
missed,  view  Section  4 again  with  Supplement  I in  front  of  you.  Put  an  X next  to  the  ones 
you  missed  when  you  hear  Joe  mention  them  on  the  tape. 


Learning  Activity  2 

1 . Rewind  the  tape  to  the  beginning  of  Section  3. 

2.  This  section  shows  a dining  activity  at  Joe's  Center.  Have  Supplement  1 in  front  of  you  as 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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you  view  this  section.  View  Section  3.  While  viewing,  check  off,  in  the  right-hand 
column,  all  the  procedures  that  take  place  during  this  dining  activity.  Review  this  section 
if  you  wish.  Supplement  2 gives  a list  of  the  procedures  that  take  place  in  Section  4. 
Check  your  work  against  this  list. 


Learning  Activity  3 

Think  about  your  work  for  Unit  23  and  this  unit  when  answering  these  questions.  You  can 
complete  this  activity  using  e-mail  or  paper  and  pen. 

• Were  you  able  to  identify  most  of  the  items  on  your  first  viewing  of  a section? 

• What  type  of  information  did  you  tend  to  miss? 

• Did  your  ability  to  identify  important  information  the  first  time  improve  as  you  practiced  on 
the  second  and  third  sections? 

• Do  you  think  you've  adequately  reviewed  how  to  make  observations?  If  not,  what  can  you 
do  to  continue  developing  this  skill? 


Learning  Activity  4 

In  Section  4,  Joe  is  discussing  what  happens  during  diimer  at  the  Developmental  Center 
where  he  works.  Review  Section  4 and  think  about  the  following  questions: 

• Describe  diimer  time  at  Joe's  site. 

• Describe  how  dinner  time  at  your  site  is  similar  to  that  of  Joe's. 

• Describe  how  dinner  time  at  your  site  is  different  from  that  of  Joe's. 

Using  e-mail,  write  a description  of  dinner  time  at  your  site.  Include  how  you  feel  about 
the  dining  activity.  Write  your  answers  in  complete  sentences.  Refer  to  the  Writing  Skills 
Handbook.  Chapter  1 . Check  to  make  sure  you  have  used  commas  correctly  (Writing  Skills 
Handbook.  Chapter  7). 

Send  this  description  to  your  e-mail  partner.  Also,  send  a copy  to  your  Instructor. 


Learning  Activity  5 

As  you  go  about  your  daily  activity,  practice  being  a good  observer.  At  work,  take 
time  to  look  at  what  is  happening  around  you.  Think  about  how  you  would  describe  these 
events  if  someone  asked  you  to. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Notes  from  Learning  Activity  1 

• Supplement  1 

• Questions  from  Learning  Activity  3 (if  not  done  by  e-mail) 

Send  bv  e-mail 

• Questions  from  Learning  Activity  3 

• Copy  of  dinner  description  that  was  sent  to  your  e-mail  partner 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over,  you  may  want  to  take  time  to  review  and  check  your  work. 


THEME  AREA  3,  UNIT  24 


Supplement  1 

Joe's  Comments  on  Meal  Procedure 


Included  in  Notes 


Procedures 


• modified  cafeteria  style 


Appears  on  Videotape 
Section  3 (Dining 
Activity) 


• kitchen  workers 
prepare  food,  set  up 
trays,  put  on  cart 

• DA  presents  tray  to 
client 


• if  client  is  blind,  leave 
meal  on  tray 


• if  client  is  not  blind, 
DA  serves— similar  to 
meal  in  outside  society 

• goals  and  objectives 
in  meal,  ex. -sign  eat, 
don't  eat  with  fingers 

• make  atmosphere  as 
homelike  as  possible- 
talk,  kid  with  them 


• DAs  don't  eat  with 
clients 


THEME  AREA  3,  UNIT  24 


Supplement  2 

What  Procedures  Are  Followed  in  Dining  Room— Segment  9,  Section  4 

• Joe  brings  tray  and  empties  it  for  individual 

• Joe  carries  on  conversations  with  individuals 

• Workers  serve  cafeteria  style 

• Joe  brings  tea  to  serve  individuals 

• Some  individuals  have  trays  (blind  individuals) 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  25 

Filling  Out  Incident  Report  Forms 
Job  Context:  Filling  Out  Incident  Reports 

Communication  Skills:  Following  Written  Directions;  Understanding  Categories  on  Forms; 
Reading  Comprehension;  Filling  in  an  Incident  Report 

Objectives: 

• follow  directions  on  an  Incident  Report 

• review  categories  on  an  Incident  Report 

• review  written  material  on  Incident  Reports 

• review  procedure  for  checking  completeness  and  accuracy  of  Incident  Reports 

• complete  an  Incident  Report  form 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

This  unit  begins  a series  of  advanced  Learning  Activities  on  Incident  Reports.  In  this  unit 
you  will  review  the  steps  in  completing  an  Incident  Report  form.  You  will  then  practice  filling 
out  Incident  Report  forms. 
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Learning  Activity  1 


In  the  Supplement  section  to  this  unit  is  a copy  of  an  Incident  Report  form  and  instructions 
on  how  to  complete  this  form.  Study  these  instructions.  Underline  anything  that  is  unclear. 

If  any  of  the  procedures  described  are  different  from  the  ones  you  use  at  your  worksite,  make 
a note  of  them.  You  may  want  to  check  with  a co-worker  or  the  supervisor  at  your  center  or 
Community  Home  to  be  sure  that  when  you  are  completing  Incident  Report  forms  on  the  job 
you  are  following  the  correct  procedure  for  your  site. 


Learning  Activity  2 

In  the  Supplement  section  to  this  unit  are  two  blank  Incident  Report  forms  and  a 
description  of  two  incidents  for  "Jane  Doe"  and  "John  Doe".  Complete  one  Incident  Report 
form  for  Jane  and  one  for  John.  Leave  the  boxes  that  ask  for  information  that  you  do  not 
know  blank.  When  you  are  finished  check  your  Incident  Report  form  against  the  answer  key. 
Make  any  corrections  that  are  needed.  (Note:  The  descriptions  given  in  Item  #25  of  the 
answer  key  may  not  be  as  detailed  as  they  should  be.  The  information  that  is  provided  is  all 
that  can  be  given  based  on  the  information  in  the  case  description.) 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• Send  a message  by  e-mail  to  your  Instructor  telling  him  or  her  about  your  work  on 
this  unit.  If  you  underlined  anything  as  being  unclear  let  him  or  her  know.  He  or 
she  will  write  back  an  e-mail  message  to  you  answering  your  questions. 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


Theme  Area  4,  Unit  25  — Supplement  1 
INSTRUCTIONS  FOR  COMPLETING  INCIDENT  REPORT  FORMS 


#1-5 

#6-7 

#8-10 
# 11  - 13 
#14-16 
#17-20 
#18 


#21-22 

#23 

#24 

#25 


#26-29 

#30 

#31-32 


Fill  in  information  about  your  agency. 

Some  sites  ask  the  designated  staff  to  leave  these  boxes  blank  to  be 
completed  by  a supervisor  who  will  make  the  judgement  of  whether  it  is 
a serious  incident  or  not  based  on  the  content  of  the  report. 

Basic  client  information. 

Additional  client  information  to  be  found  in  client's  files. 

When  the  incident  took  place;  who  was  present. 

Information  about  type  of  incident. 

If  you  answer  yes  to  this,  you  have  to  complete  the  reverse  side  of  Form 
147(1);  Allegation  of  Client  Abuse  Form  147(A). 

You  can  check  off  as  many  boxes  as  apply.  If  you  mark  off  box  1, 
Action  of  Client,  you  must  complete  #23. 

Information  about  the  location  of  the  incident. 

Complete  only  if  Box  #1  in  item  20  was  marked. 

Asks  for  what  corrective  actions  were  taken.  Check  off  as  many  as 
apply  and  provide  additional  detail  if  necessary. 

Description  of  Incident.  This  should  be  detailed  and  complete  so  that 
someone  who  was  not  present  can  clearly  understand  what  happened. 
Include  Who?  What?  When?  Where?  Include  information  about  any  first 
aid  given. 

Asks  for  information  about  the  client's  residence. 

Person  completing  this  part  of  the  form  prints  his  or  her  name  and  title, 
provides  his  or  her  signature,  and  the  date. 

The  rest  of  the  form  is  completed  by  others  at  OMRDD. 
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SUPPLEMENT 


1.  AGENCY 

Form  OMR  147(1) 

2.  FACILITY  NAME 

j3.  PROGRAM  TYPE 

REPORTABLE 

4.  FACILITY  ADDRESS 

INCIDENT 

REPORTING  FORM  ' 

; S.  PHONE 

1 ( ) 

S.  IS  THIS  A 1 □ Yes 

SERIOUS  rn 

INCIDENT  2 U No 

7.  INCIDENT  NUMeER 

6.  CLIENTS  NAME  (LaaL  First) 


9.  AGE 


10.  SEX 

1 Dm 


11.  CUENT  LO.  NO. 


12.  ADAPTIVE  BEHAVIOR  DEFICITS 
(X  All  Which  Apply) 


Moderate 
1 
2 

3 

4 

5 


□ 

□ 

□ 

□ 

□ 


Severe 

6 O Communication 

7 G Independent  Living 

8 D Learning 

9 □ Mobility 

10  G Seif  Direction 


DEVELOPMENTAL  DISABILITY 
1 G MR  2 G Mild  4 G Severe 


3 G Moderate  5 G Profound 


6 G C.p. 

7 G Epilepsy 

8 G Autism 

9 n Neurological  impairment 

(Specify  in  435) 


13.  MEDICATION  REGIMEN  OF  CUENT  (X  One  Only) 


1 G None  6 

2 G Antibiotic  Only  7 

3 ' G Psychotropic  Only  8 

4 Q Antiepileptic  Only  g 

5 G Antibiotic*  ']q 

Psychotropic 


G Antibiotic  Antiepileptic 
G Psychotropic*Antiepileptic 
Q Psychtropic*Antiepiieptic* 
|P-i  Antibiotic 

I— I Other 
Q Missing 


14.  DATE  8 TIME  OF  INCIDENT: 

Mo. 

Day 

1 

Year 

Hour 

Min. 

Q AM 

IS.  Number  of  Clients  Present  at 

1 G Observed  2 ^ Discovered 

1 

1 

1 

! 

G PM 

Time  of  Incident  ^ ^ 

16.  Number  of  Employees  Present 
at  Time  of  Incident 


17.  CLASSIFICATION  OF  INCIDENT  (X  One) 

1 G Injury 

2 G Leave  Without  Consent 

3 G Death 

4 G Restraint 

5 G Medication  Error 

6 G Possible  Criminal  Act 

7 G Sensitive  Situation 


18.  Is  this  Incident  also  a case  of  Suspected 
Qient  abuse?  . 

1 G Yes 

2 G No 

If  "yes’*  complete  reverse  side. 


19.  Was  this  a sudden  or  Unusual  Death? 

1 G Yes 

2 G No 


20.  CAUSES  OF  INCIDENT  (X  All  Which  Apply) 


G Action  of  Client  (See  «?31  8 


G Physical  Handicap 
G Seizure/Fainting 
G Fall 

G Use  of  Restraint 
G Actions  of  Other  Client 
G Actions  of  Employee 


G Actions  of  Visitor 

9 G intoxication 

10  G ^'‘^9  Misuse 

— I Hazardous  Conditions  on 

11  U Facility  Property 

12  G Inadequate  or 

^ Inappropriate  Equip. 

13  G UnKnown 

14  G Other  (Specify  in  #25) 


21.  LOCATION  OF  INCIDENT: 

1 n Indoors  2 ^ Outdoors 


j 22.  SPECIFIC  LOCATION 

1 G Uving  Room  3 G Kitchen  S OnailwSy  7 G Oinmg  Room  9 G Recreation  Area/Room  in  G Unknown 

2 G Bedroom  4 G Bathroom  6 Gstaircase  S G Program  Room  10  G Off  Facility  Property  12  G Other  (Specify  in  2S> 


23.  CLIENTS  ACTIONS  (X  One  Only  If  Box  #1 
In  Item  20  was  marfted) 

1 G Self  Abusive 

2 G Assaultive 

3 G Provocative 

4 G Accidental 

5 G Other  (Specify  in  #25) 


24.  WHAT  CORRECTIVE  OR  OTHER  ACTIONS  HAVE  BEEN  TAKEN? 

1 G Medical  Treatment  Other  (Explain): 

2 G Client  Relocated 

3 G Staff  Relocated 

4 G Maintenance  Request 

5 G Plan  Modification 

6 G Client  Observation 

7 G Client  Supervision 


25.  DESCRIPTION  OF  INCIDENT:  If  report  is  completed  by  person  other  Than  individual  with  first  knowledge  of  situation,  attach  written  report  of  that 

person,  and  reports  from  any  other  persons  involved.  (1)  Describe  incident,  and  include  address  if  different  from  2/4  or  26.  (2)  Give  names  of  witnesss 
and  others  involved.  (3)  Specify  first  aid  (if  given). 


(Continue  on  separate  sheet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  ADDRESS  (If  diHerent  than  #2  8 4 above) 


27.  DDSO  I 28.  TYPE  3 Q SOiCF  6 Q FC 

I 1 Gsocn  4 Q VOICF  7 000 
2 GvOCR  5 G Other 


29.  CUENTS  PRESENT  LOCATION  0>  dinarant  from  restdence) 


3a  PRINT  NAME  OF  PERSON  COMPLETING  PART  A TITLE 


I SIGNATURE 


1 DATE 


31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW 


TITLE 


I SIGNATURE 


DATE 


.PARTS  4^  Ttt  be  Coe^le1e4  by  C^ectOxHthlafExecutl  w OIBcacARefSevfew 


SIGNATURE 


DATE 


PARTC4  TO:8eCBiiibleMSy1heliieklevARavNF»CoqnBf«e 


32.  Was  this  information  inaccurate  or  tnsufflelent? 

1 G Yes  • If  "Yes  *.  Specify  on  attached  sheet 

2 □ No 


! SIGNATURE 


DATE 


ERIC 


177 


i.  Or 

•4 


BEST  COPY  AVAILABLE 


••X 


SUPPLEMENT 


1.  AGENCY  ■ ' 

ALLEGATION 

OF 

Form  OMR  147(A) 

2.  FACILITY  NAME  

3.  PROGRAM  TYPE  

4.  FACILITY  ADDRESS 

5.  PHONE  ^ — 

( ) 

CLIENT  ABUSE 

tide  of  this  1 □ Yet 

form  completed?  2 □ No 

7.  Wu  an  OMR-1470)  praaMinly  «IM  in.1 
r«a)«l.<hl..U.a.aon7  lQY„2aNo 

9.  AGE 

ia  SEX  1 

11. 

□ 

CM 

s 

□ 

12.  ADAPTIVE  BEHAVIOR  DEFICITS 
(X  Ail  Which  Apply) 

Moderate  Severe 

6 Q Communication 

7 O Independent  Living 

8 Q Learning 

9 Q Mobility 
10  Q Self  Direction 


1 □ 

2 □ 

3 □ 

4 □ 

5 □ 


DEVELOPMENTAL  DISABILITY 
1 O MR  2 O Mild  4 Q Severe 

3 O Moderate  5 O Profound 


6 OC.P. 

7 Q Epilepsy 

8 Q Autism 

9 n Neurological  impairment 

(Specify  in  #35) 


13.  MEDICATION  REGIMEN  OF  CUENT  (X  One  Only) 

1 Q None 

2 Q Antibiotic  Only 

3 Q Psychotropic  Only 

4 Q Antiepileptic  Only 

5 O Antibiotic* 

Psychotropic 


O Antibiotic  Antiepileptic 

□ Psychotropic*Antiepileptic 

□ Psychtropic*Antiepiieptic* 

□ Antibiotic 

Other 

^ Missing 


Day 


Year 


Hour 


Min. 


□ AM 

-P  PM 


iDobaened  aDoiscoveied 


16.  WAS  ALLEGATION  MADE  BY 

1 O Client 

2 O Employee 

3 Q Volunteer 

4 Q Parent 

5 O Guardian 

® 5 Correspondent  (if  other  than  parent  or  guardian) 

7 U Visitor 

8 O Other  (describe)  


17.  IS  THE  SUBJECT  OF  THE  INVESIIGATION 

1 O Client 

2 □ Employee 

3 O Volunteer 

4 Q Parent 

5 Q Guardian 

6 O Correspondent  (It  other  than  parent  or  guardian) 

7 □ Visitor 

8 O Unknown 

9 D Other  (describe) 


ia  PROBABLE  CLASSIFICATION  OF  ALLEGED  ABUSE  (X  the  one  that  most  doaely  deserfbea  the  alleged  situation) 

1 O Physical  Abuse 

2 O Sexual  Abuse 

3 O Psychological  Abuse 

4 O Seclusion 

® 5 or  Inappropriate  Use  of  Restraint 

6 □ Unauthorized  or  Inappropriate  Use  of  Aversive  Conditioning 

19.  BRIEFLY  DESCRIBE  THE  ALLEGATION  THAT  IS  UNDER  INVESTIGATION: 


7 □ Unauthorized  or  inappropriate  Use  of  Time-out 

8 □ Violation  of  a Clienfs  Civil  Rights 

9 Q Mistreatment 
10  □ Neglect 


20.  CLIENTS  RESIDENTIAL  ADDRESS  (II  different  than  # 2 A 4 aboveT' 
2X  CLIENTS  PRESENT  LOCATION  (if  dlfterant  from  residence)  "" 


21.  ODSO 


22.  TYFH  3 Q soiCF  $ □ FC 

1 usocn  4 □ VOICF  7 □ DC 

2 Dvocn  5 □ Other 


SIGNATURE 


DATE 


^ ^^ItSation®''  reviewing  FORM/ TnxT 


SIGNATURE 


GATE 
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er|c 


IGG 


BEST  COPY  AVAILABLE 


THEME  AREA  4,  UNIT  25 


Supplement  2 


Below  is  a typed  copy  of  the  information  that  appears  on  the  form  on  the  next  page. 

Jane  Doe 

1.  6:35  AM 

2.  Pod  A 

3. 

4.  A small  cut  on  left  side  of  head. 

5. 

6.  I heard  hollering  and  went  to  see  what  was  wrong.  She  was  sitting  on  a small  couch  with 
blood  running  down  the  side  of  her  face. 

7.  Applied  cold  compress  and  washed  face  and  hair.  Benodine  applied.  LPN  notiBed. 


179 


ERiC 


197 


SUPPLEMENT  2 


Z7S*ntr'Do<c 


Unix: 


Pate.: 


PART  1:  IUJUKy 

7.  T-unc  X/i£  Xnjufiy  ocavuitd  oK  ucu  £ound:  S' 

2.  Locution  o£  occuM-ejicz:  fiU  ^ 

3.  PeAAon  voho  obi>zn.vcd  ok  {ound  the.  tnjoKy: 

4.  VucAibe  the  INJURY:  (X  ejJ' 


Q) 


5.  1£  the  tnjuKy  wot  OBSERVED,  deiCAibe  the  situation  and  eventi  Zeading  to  the  ZnjaKy: 

6.  li  the  injuKy  uxu  FOUND,  desc/Ube  the  actuation:  <Ji 

,y'\KOyc<.-*^  (^O^Zi^ycy  „>'^Uc(JUo  ^ 

7.  Ajie/i  the  ZnjuKi/  VccuKKed  ok  uxu  iound,  deiCAtbe  att  ACTIONS  taken:  medical/ iiut  aid 

,intcxvzntiona,  notiiicatiom,  otheu:  / - I',  /I  j-= 


fPART  II:  WANDERING: 

7.  Length  o£  time  the  peKion  weu  unaccounted  £ok: 

2.  Location  o£  occuKKence: 

3.  DciCKibe  the  situation,  include  loheKe  the  pe/uon  uxu  £ound,  who  iound  the  peKion,  any 
Kelated  eventi  ok  cinamitancei,  any  poij^ible  Keoion  how/uky  the  peKion  ueutdeKed: 


WnnCATJON: 

7.  PLEASE  attfee  an  entKy  in  the  pKogKUi  note  aeetien  o£  the  peeson'i  AeeoKd,  euanoKiting 
the  ecaiKKence. 

2.  PLEASE  include  the  inioKmation  in  ihiit  KepoKt,  . .« 


180 


19S 


BEST  COPY  AVAILABK 


SUPPLEMENT  2 


1.  AGENCY 

Form  OMR  147  (1) 

Z FACILITY  NAME 

j 3.  PROGRAM  TYPE 

REPORTABLE 

4.  FACILITY  ADDRESS 

INCIDENT 

REPORTING  FORM 

i 5.  PHONE 

1 • ( ) 

6,  IS  THIS  A 1 □ Yes 

SERIOUS  ^ 

INCIDENT  2 LJ  NO 

7.  INCIDENT  NUMBER 

;$=:••: 


S.  CLIENTS  NAME  (Last,  First) 


9.  AGE 


i 10.  SEX 

! 1 Dm 


11.  CLIENT  I.D.  NO. 


12.  ADAPTIVE  BEHAVIOR  DEFICITS 
(X  All  Which  Apply) 

Moderate  Severe 

1 O 6 G Communication 

2 G 7 G Independent  Living 

3 G 8 G Learning 

4 G 9 G Mobility 

5 G 10  G Self  Direction 


DEVELOPMENTAL  DISABILITY 


1 □ MR 


2 D Mild  4 Q Severe 

3 G Moderate  5 O Profound 


6 □ C.P. 

7 □ Epilepsy 

8 □ Autism 

i 9 n Neurological  Impairment 
! (Specify  in  »35) 


13.  MEDICATION  REGIMEN  OF  CLIENT  (X  One  Only) 


1 □ None 

2 O Antibiotic  Only 

3 Q Psychotropic  Only 

4 Q Antiepiieptic  Only 

5 Q Antibiotic- 

Psychotropic 


6 G Antibiotic  Antiepiieptic 

7 G Psychotropic-Antiepileptic 

8 G Psychtropic-Antiepileptic- 

^ r-i  Antibiotic 

9 G Other 

10  G Missing 


14.  DATE  & TIME  OF  INCIDENT: 

Mo. 

Day 

Year 

Hour 

Min. 

G AM 

15.  Number  of  Clients  Present  at 

16.  Number  Of  Employees  Present 

1 Q Observed  2 Q Discovered 

1 

1 

j 

! 

1 

G PM 

Time  of  Incident  ^ ^ 

at  Time  of  Incident 

17.  CLASSIFICATION  OF  INCIDENT  (X  One) 

1 G Injury 

2 G Leave  Without  Consent 

3 G Death 

4 G Restraint 

5 G Medication  Error 

6 G Possible  Criminal  Act 

7 G Sensitive  Situation 


18.  Is  this  incident  also  a case  of  Suspected 
Client  abuse? 

1 G Yes 

2 G No 

If  "yes'*  complete  reverse  side. 


20.  CAUSES  OF  INCIDENT  (X  All  Which  Apply) 


19.  Was  this  a sudden  or  Unusual  Death? 
1 G Yes 


G Action  of  Client  (Se«  >23}  8 G Actions  of  Visitor 


2 G No 


G Physical  Handicap 
G Seizure/Fainting 
G Fall 

G Use  of  Restraint 

6 G Actions  of  Other  Client 

7 G Actions  of  Employee 


9 G intoxication 

10  G Urug  Misuse 

Hazardous  Conditions  on 

11  LJ  Facility  Property 

12  G Faulty,  inadequate  or 
^ Inappropriate  Equip. 

13  Q Unknown 

14  G Other  (Specify  in  #25) 


21.  LOCATION  OF  INCIDENT: 

1 G Indoors  2 G Outdoors 


22.  SPECIFIC  LOCATION 

1 G Living  Room  3 G Kitcfton  5 G Hallway 

2 G Bedroom  4 G Batnroom  6 G Staircase 


7 G Room  9 G Recreation  Area/Room  11  G Unknown 

8 G Program  Room  10  G Oft  Facility  Property  12  G Other  (Specify  in  25) 


23.  CLIENTS  ACTIONS  (X  One  Only  if  Box  #1 
In  Item  20  was  mariced) 

1 G Seif  Abusive 

2 G Assaultive 

3 G Provocative 

4 G Accidental 

5 G Other  (Specify  in  #25) 


24.  WHAT  CORRECTIVE  OR  OTHER  ACTIONS  HAVE  BEEN  TAKEN? 

1 G Medical  Treatment  Other  (Explain): 

2 G Client  Relocated 

3 G Staff  Relocated 

4 G Maintenance  Request 

5 G Plan  Modification 

6 G Client  Observation 

7 G Client  Supervision 


25.  DESCRIPTION  OF  INCIDENT:Jf  report  is  completed  by  person  other  than  individual  with  first  knowledge  of  situation,  attach  written  report  of  that 

person,  and  reports  from  any  other  persons  involved.  (1)  Describe  incident,  and  include  address  if  different  from  2/4  or  26.  (2)  Give  names  of  witnesss 
and  others  involved.  (3)  Specify  first  aid  (if  given). 


(Continue  on  separate  sheet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  ADDRESS  (It  different  than  #2  & 4 above)  ! 

1 27.  ODSO 

• 1 

2a  TYPE  3 □ SOICF  8 G FC 

1 GSOCR  4 □ VOICF  7 000 

2 GvOCR  5 G Other 

29.  CLIENTS  PRESENT  LOCATION  (It  different  from  residence) 

3a  PRINT  NAME  OF  PERSON  COMPLETING  PART  A 1 

! 

[TITLE 

1 

SIGNATURE 

DATE 

31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW  i 

1 

[TITLE 

! 

SIGNATURE 

DATE 

SIGNATURE 

DATE 

32.  Was  this  information  inaccurate  or  insufficient? 

1 G Yes  - If  ‘*Yes".  Specify  on  attached  sheet 

2 G No 

• SIGNATURE 

DATE 

18]^^  Q 0. 

BEST  COPY  AVAILABLE 


THEME  AREA  4,  UNIT  25 


Supplement  2 

Below  is  a copy  of  the  information  that  appears  on  the  form  on  the  next  page. 

John  Doe 

1.  10:30  AM 

2.  7 - H20  program  room 

3. 

4.  Apparent  injury  noted 

5.  Stood  up  and  attempted  to  leave  table  area  — lost  balance  and  fell  to  his  (L)  landing  on  left 
hip. 

6. 

7.  Resident  checked  out.  Appeared  with  injury.  Ambulated  with  difficulty.  No  first  aid  etc. 
necessary.  RN  notified  of  occurrence.  Tripped  over  chair.  Passed  out  later  in  afternoon 
in7W. 


~^yv[)n~D'oC^ 


SUPPLEMENT  2 


% 


5PART  I*  INJUR/ 

7.  Tine  Xhe.  ^juAy  occuAASji  oK  wcu  {ound:  /U 

2,  location  oi  eccuAAcitcei  • 

3,  Pexion  tofw  obizjLvejd  ox  {ound  the.  tnjuxys 

4,  V&AOuhe  the  inJtmy:  ' [)  ' - yi^ 


Uiia;^  3 ■■///^/?^  - 

,/^  @ : 


5.  7£  X/ie  injuJiy  uxu  OBSEUVED,  deicxcbe  the  situation  and  eventi  leading  to  the  tnjuAy: 


7£  «e  tnjuxy  uxu  TOlIfW,  deicxLbe  th^  hituati^i 


V,.'^ 


7.  the  injuny  oceuAxed  ox  uxu  {ound,  deicxihe  eJUL  ACTIONS 

inteKvvnXJLonA,  notijiratinnA , otheu: 

^ /^ZJl  lUjdr- 


i,r 


medicatj  iiXAt  aid 


PART  II:  VANOERING: 

7.  length  0^  time  the  pexAon  uxu  unaccounted  £ox: 

2.  Location  o£  occuAxence: 

3.  Vetcxihe  the  iituation,  indbide  uhexe  the  peXAon  uxu  £ound,  who  {ound  tiie  pexAon,  any 
xetated  eventi  ox  cCxcumAtanceA,  any  poAAtbte  xeoAon  how/why  the  pe/uon  uxin^Med: 


C5> 

^^1  iP 


nonncmoNt 

Jm  PLEASE  make  an  entxy  in  the  pxogxeAA  note  eection  o{  the  peXAon'e  xeeoxd,  eummoAizing 
the  eceuAxenae. 

2.  PLEASE  include  the  inioxmation  in  ehi{t  xepoxt,  . • 


SUPPLEMENT  2 


1.  AGENCY 

Form  OMR  147  (1) 

2.  FACILITY  NAME 

|3.  PROGRAM  TYPE 

REPORTABLE 

_ 

4.  FACILITY  ADDRESS 

INCIDENT 

REPORTING  FORM 

<5.  PHONE 

1 ( ) 

6.  IS  THIS  A 1 n Yes 

SERIOUS  X 

INCIDENT  2 U No 

7.  INCIDENT  number 

A TO  0?  COmETEO  BYiSTyfUF^  M AGENCY  POUCT 


8.  CLIENTS  NAME  (Last.  First) 


I 9.  AGE 


10.  SEX 
1 


11.  CUENT  I.O.  NO. 


12.  ADAPTIVE  BEHAVIOR  DEFICITS 
(X  AH  Which  Apply) 

Moderate  Severe 

1 O 6 D Communication 

2D  7 D independent  Living 

3D  8 D Learning 

4 D 9 D Mobility 

5 D 10  D Self  Direction 


DEVELOPMENTAL  DISABILITY 
1 □ MR  2 D Mild  4 □ Severe 


3 O Moderate  5 G Profound 


6 □ C.P. 

7 G Epilepsy 

8 G Autism 

9 n Neurological  impairment 

(Specify  in  435) 


13.  MEDICATION  REGIMEN  OF  CLIENT  (X  One  Only) 

1 G None 

2 G Antibiotic  Only 

3 G Psychotropic  Only 

4 G Antiepileptic  Only 

5 G Antibiotic* 

Psychotropic 


9 

10 


G Antibiotic  Antiepiieptic 
G PsychotropiC'Anti epileptic 
G Psychtropic-Antiepileptic- 
•— I Antibiotic 

‘—I  Other 
D Missing 


14.  DATE  & TIME  OF  INCIDENT: 

Mo. 

Day 

Year 

Hour 

Min. 

G AM 

15.  Number  of  Clients  Present  at 

1 Q Observed  2 ^ Discovered 

1 

t 

1 

i 

1 

1 

G PM 

Time  of  Incident  ^ ^ 

iS.'Numberof  Employees  Present 
at  Time  of  Incident 


17.  CLASSIFICATION  OF  INCIDENT  (X  One) 

1 D Injury 

2 D Leave  Without  Consent 

3 D Death 

4 G Restraint 

5 D Medication  Error 

6 D Possible  Criminal  Act 

7 G Sensitive  Situation 


18.  Is  this  incident  also  a case  of  Suspected 
Client  abuse?  , ^ 

1 G Yes 

2 G No 

if  "yes'*  complete  reverse  side. 


19.  Was  this  a sudden  or  Unusual  Death? 

1 Q Yes 

2 G No 


20.  CAUSES  OF  INCIDENT  (X  All  Which  Apply) 

1 G Action  of  Client  ($e«  »23]  8 G Actions  of  Visitor 


2 G Physical  Handicap 

3 G Seizure/Fainting 

4 G Fall 

5 G Use  of  Restraint 

6 G Actions  of  Other  Client 

7 G Actions  of  Employee 


8 

□ 

9 

□ 

10 

□ 

11 

□ 

12 

□ 

13 

□ 

14 

□ 

Hazardous  Conditions  on 
Facility  Property 
Faulty.  Inadequate  or 
inappropriate  Equip. 
Unknown 


21.  LOCATION  OF  INCIDENT: 

1 D indoors  2 


I 22.  SPECIFIC  LOCATION 

_ I ^ G Uving  Room  3 G Kitcften  5 GHUiway  7 G Dining  Room  9 G Recreation  Ar«s/Room  ii  G Unknown 

UJ  Indoors  2 UJ  Outdoors  | 2 D Bedroom 


! 


4 D Bathroom  6 D Staircase  B D Program  Room  10  G OM  Facility  Propeny  12  D Other  (Specify  in  25) 


23.  CLIENTS  ACTIONS  (X  One  Only  if  Box  »1 
in  Item  20  was  merked) 

1 D Self  Abusive 

2 D Assaultive 

3 D Provocative 

4 G Accidental 

5 D Other  (Specify  in  #25) 


24.  WHAT  CORRECTIVE  OR  OTHER  ACTIONS  HAVE  BEEN  TAKEN? 

1 G Medical  Treatment  Other  (Explain): 

2 G Client  Relocated 

3 G Staff  Relocated 

4 G Maintenance  Request 

5 G Plan  Modification 

6 G Client  Observation 

7 G Client  Supervision 


2S.  DESCRIPTION  OF  INCIDENT:jf  report  is  completed  by  person  other  than  individual  with  first  Knowledge  of  situation,  attach  wrinen  report  of  that 

person,  and  reports  from  any  other  persons  involved.  (1 ) Describe  incident,  and  include  address  if  different  from  2/4  or  26.  (2)  Give  names  of  witnesss 
and  others  involved.  (3)  Specify  first  aid  (if  given). 


(Continue  on  separate  sheet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  ADDRESS  (If  different  than  #2  A 4 above) 


I 27.  DOSO 


28.  TYPE  3 □ SOICF  8 G FC 

1 GSOCR  4 □ VOICF  7 QDC 

2 GvOCfl  5 G Other 


29.  CUENTS  PRESENT  LOCATION  (II  different  from  residence) 


30.  PRINT  NAME  OF  PERSON  COMPLETING  PART  A j TITLE 

I 


SIGNATURE 


DATE 


31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW  i TITLE 


I SIGNATURE 


DATE 


SIGNATURE 


DATE 


PART  C ♦ •7o-:9e'CotBpMikd‘.99F  Aie4fic4dent  RevleM.CdouBiHoa . 


32.  Was  this  information  inaccurate  or  insufficient? 

1 D Yes  - If  **Yes‘*.  Specify  on  attached  sheet 

2 G No 


i SIGNATURE 


DATE 


184  . 


BEST  COPY  AVAILABLF 


THEME  AREA  4,  UNIT  25 


Answer  Keys 


SUPPLEMENT  2 

" ANSWER  KEY 

1.  AGENCY 

florin  OMR  147  (1) 

2.  FACIUTY  NAME 

|3.  PROGRAM  TYPE 

REPORTABLE 

4.  FACILITY  ADDRESS 

INCIDENT 

REPORTING  FORM 

is.  PHONE 

i ( ) 

6.  IS  THIS  A 1 □ Yes 

SERIOUS  „ 

INCIDENT  2 U No 

7.  incident  number 

A.tP.ggCi>t)IW.ETE&  BT  B7AF1P  fl6.»ONAlBS  » jfkQBHQY  POUGT 


8.  CLIENTS  NAME  (LasL  First) 

T!)  oej_  John 


9.  AGE 

ia  SEX 

1 ^M  2 Df 

11.  CLIENT  1.0.  NO. 


12.  ADAPTIVE  BEHAVIOR  DEFICITS 

(X  All  Which  Apply) 

Moderate  Severe 

1 O 6 O Communication 

2D  7 D Independent  Living 

3D  8 D Learning 

4 D 9 D Mobility 

5 D 10  D Self  Direction 


DEVELOPMENTAL  DISABILITY 
1 □ MR  2 □ Mild  4 □ Severe 

3 D Moderate  5 □ Profound 


6 □ C.P. 

7 Q Epilepsy 

8 O Autism 

9 n Neurological  Impairment 

(Specify  in  #35) 


13.  MEDICATION  REGIMEN  OF  CLIENT  (X  One  Only) 


1 □ None 

2 O Antibiotic  Only 

3 D Psychotropic  Only 

4 O Antiepileptic  Only 

5 O Antibiotic* 

Psychotropic 


6 □ Antibiotic  Antiepileptic 

7 Q Psychotropic*Antiepileptic 

8 □ Psychtropic-Antiepileptic- 

. rn  Antibiotic 

9 □ Other 
10  D Missing 


14.  DATE  A TIME  OF  INCIDENT: 

1 ^STobserved  2 D Discovered 


Mo. 

iii 

Dey 

013 

Year 

3^ 

Hour! 
/ 10 

1 Min. 

B lO 

a AM 

PM 

Time  of  Incident 


16.  Number  of  Employees  Present 
at  Time  of  Incident  ^ 


1 ^Injury 

2 U Leave  Without  Consent 

3 D Death 

4 D Restraint 

5 D Medication  Error 

6 D Possible  Criminal  Act 

7 D Sensitive  Situation 


18.  Is  this  incident  elso  a case  of  Suspected 
Client  abuse?  „ 

1 □ Yes 

2 g^No 

If  ’yes"  complete  reverse  side. 


20.  CAUSES  OF  INCIDENT  (X  All  Which  Apply) 

Action  of  Client  (S««#23)  8 □ Actions  of  Visitor 
D Intoxication 


1 9.  Was  this  a sudden  or  Unusual  Death? 

1 □ Yes 

2 ^No 


2 D Physical  Handicap 

3 O Seizure/Fainting 

4 ^Fall 

5 Q Use  of  Restraint 

6 □ Actions  of  Other  Client 

7 G Actions  of  Employee 


10  G Misuse 

Hazardous  Conditions  on 
n LJ  Facility  Property 

12  G Inadequate  or 

Inappropriate  Equip. 

13  □ Unknown 

14  D Other  (Specify  in  #25) 


21.  LOCATION  OF  INCIDENT:  ; 22.  SPECIFIC  LOCATION 

W j-j  ! 1 G Living  Room  3 G Kitcrjen  5 G Hallway  7 G Dining  Room  9 G Recreation  Area/Room  11  G Unknown 

1 Indoors  2 Outdoors!  2 D Bedroom  4 G Bathroom  6 Dstaircase  8 ^Program  Room  10  D Off  Facility  propeny  12  D Other  (Specify  in  25) 

23.  CLIENTS  ACTIONS  (X  One  Only  if  Box  «1 
in  Item  20  was  marked) 

1 D Self  Abusive 

2 D Assaultive 

3 D Provocative 

4 S Accidental 

5 Q Other  (Specify  in  #25) 


24.  WHAT  CORRECTIVE  OR  OTHER  ACTIONS  HAVE  BEEN  TAKEN? 

Other  (Explain): 

l^-A/-  neif 


B Medical  Treatment 
Client  Relocated 
G Staff  Relocated 
G Maintenance  Request 
G Plan  Modification 
G Client  Observation 
G Client  Supervision 


25.  DESCRIPTION  OF  INCIDENT:  If  report  is  completed  by  person  other  than  individual  with  first  knowledge  of  situation,  attach  written  report  of  that 

person,  and  reports  from  any  other  persons  involved.  (1)  Describe  incident,  and  include  address  if  different  from  2/4  or  26  (2)  Give  names  of  witnesss 
and  others  involved.  (3)  Specify  first  aid  (if  given). 

~J^n  Uf  cJ^fTicJ  -h> 

fel/  ip  Iiic  left*  OH  Wts  ieff  UifJ . Uf/ik'ur^ 

I n Afttrfactt  lx  »» (Continue  on  separate  sheet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  ADDRESS  (If  different  than  #2  A 4 above) 


27.  DDSO 


28.  TYPE  3 □ SOICF  6 G PC 

1 GsOCR  4 Q VOSCF  7 000 

2 GvOCR  5 G Oth«r: 


29.  CLIENTS  PRESENT  LOCATION  (If  different  from  residence) 


30.  PRINT  NAME  OF  PERSON  COMPLETING  PART  A 


TITLE 


SIQNA'TURE 


DATE 


31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW 


TITLE 


SIGNA'TURE 


DATE 


SIGNATURE 


I DATE 


32.  Was  this  information  inaccurate  or  insufficient? 

1 D Yes  • If  "Yes  '.  Specify  on  attached  sheet 

2 G No 


! SIGNA'TURE 


DATE 


185 


1.  AGENCy 


2.  FACILITY  NAME 

,3.  PROGRAM  TYPE 

4.  FACILITY  ADDRESS 

: 5.  PHONE 

i ' > 

ALLEGATION 

OF 

CLIENT  ABUSE 


Form  OMR  147  (Al 


1 □ Yesi  *"  OMB-«7(l)  prniou.ly  HIM  tti.l 

l<Z  caZ*>^  2 □ No  I 1 DYm  2 Q NO 

I  Incident  No. 


e.  CLIENTS  NAME  (Last,  Flf»t) 


9.  AGE 

10.  SEX 

1 Dm  2 np 

11.  Allegation  Reference  No. 


2o  ADAPTIVE  BEHAVIOR  DEFICITS 
(X  Ail  Which  Apply) 

Moderate  Severe 

1 O 6 O Communication 

2 □ 7 D Independent  Living 

3 0 8 D Learning 

^ O 9 0 Mobility 

5 O 10  O Self  Direction 


j DEVELOPMENTAL  DISABILITY 
I 1 □ MR  2 □ Mild  4 □ Severe 

I 3 D Moderate  5 D Profound 

i 6 □ C.P. 

; 7 Q Epilepsy 
i 8 Q Autism 

I 9 Q Neurological  impairment 


(Specify  in  #35) 


: 13.  MEDICATION  REGIMEN  OF  CLIENT  (X  One  Only) 

1 □ None 

2 Q Antibiotic  Only 

3 O Psychotropic  Only 

I 4 Q Antiepileptic  Only 

I 5 D Antibiotic' 

I Psychotropic 


6 Q Antibiotic  Antiepileptic 

7 Q PsychotropiC'Antiepileptic 

8 O Psychtropic-AntiepileptiC' 

rt  n Antibiotic 

9 o Other 

O Missing 


Mo. 

Day 

Year 

Hour 

Min. 

15.  n n 

1 

! 

1 

I 

1 

1 Observed  2 Uoiseovered 

14.  DATE  A TIME  OF  ALLEGED  ABUSE 


16.  WAS  ALLEGATION  MADE  BY 

□ Client 
O Employee 
O Volunteer 
D Parent 
Q Guardian 

D Correspondent  (if  other  than  parent  or  guardian) 
O Visitor 


8 Q Other  (describe) . 


17.  IS  THE  SUBJECT  OF  THE  INVESTIGATION 


O Client 
O Employee 
Q Volunteer 
C Parent 
D Guardian 

Q Correspondent  (if  other  than  parent  or  guardian) 
Q Visitor 
Q Unknown 

D Other  (describe) 


18.  PROBABLE  CLASSIFICATION  OF  ALLEGED  ABUSE  (X  the  one  mat  most  dOMty  d««crtb«s  the  all«ged  tiluatlon) 

1 □ Physical  Abuse 

2 Q Sexual  Abuse 

3 Q Psychological  Abuse 

4 Q Seclusion 

5 Q Unauthorized  or  Inappropriate  Use  of  Restraint 

6 O Unauthorized  or  Inappropriate  Use  of  Aversive  Conditioning 

fs.  BRIEFLY  DESCRIBE  THE  ALLEGATION  THAT  IS  UNDER  INVESTIGATION: 


7 Q Unauthorized  or  Inappropriate  Use  of  Time-out 

8 □ Violation  of  a Client’s  Civil  Rights 

9 Q Mistreatment 
10  O Neglect 


10.  CLIENTS  RESIDENTIAL  ADDRESS  (it  different  than  tf  2 & 4 above) 

I 21.  DDSO 

1 

1 

} 

1 22.  TYPE 
1 1 Dsocr 

j 2 DvOCR 

3 □ SOICF 

4 Q VOlCF 

5 □ Other: 

6 DfC 
7"  □ OC 

u.  CLIENTS  PRESENT  LOCATION  (if  different  from  residence) 

M.  PRINT  NAME  OF  PERSON  COMPLETING  FORM  i Tm.E 

j SIGNATURE 

i 

1 

1 DATE 

1 

15,  PRINT  NAME  OF  PERSON  REVIEWING  FORM/  I TITLE 

SITUATON 

1 SIGNATURE 

1 DATE 

1 

o 

ERIC 


BEST  COPY  AVAILABLE 


SUPPLEMENT  2 


ANSWER  KEY 


1.  AGENCY 

Form  OMR  147  <l) 

2.  FACILITY  NAME 

|3.  PROGRAM  TYPE 

REPORTABLE 

4.  FACIUTY  ADDRESS 

INCIDENT 

REPORTING  FORM 

I S.  PHONE 

; ( ) 

6w  IS  THIS  A t n Yes 

SERIOUS  =: 

INCIDENT  2 □no 

7.  INCIDENT  NUMBER 

A.  ra  SE  co«m.ETE:>  by  rayy  fissiSMAtst « .^aewerBouc* 


8.  CLIENTS  NAME  (LaiL  First) 


.AGE 


|ia  SEX 

I 1 Dm 


1 11.  CLIENT  1.0.  NO. 


12.  ADAPTIVE  BEHAVIOR  DEFICITS 

(X  All  Which  Apply) 

Moderate  Severe 

1 O 6 O Communication 

2 G 7 G Independent  Living 

3 G 8 G Learning 

4 G 9 G Mobility 

5 G 10  G Self  Direction 


DEVELOPMENTAL  DISABILITY 
1 G MR  2 G Mild  4 □ Severe 


3 G Moderate  5 G Profound 


6 G C.p. 

7 G Epilepsy 

8 G Autism 

9 G Neurological  Impairment 

(Specify  in  «35) 


13.  MEDICATION  REGIMEN  OF  CLIENT  (X  One  Only) 

1 G None 

2 G Antibiotic  Only 

3 Q Psychotropic  Only 

4 G Antiepileptic  Only 

5 G Antibiotic* 

Psychotropic 


6 G Antibiotic  Antiepileptic 

7 G Psychotropic*  Anti  epileptic 

8 G Psychtropic-Antiepileptic- 

^ rn  Antibiotic 

9 □ Other 

n Missing 


14.  DATE  & TIME  OF  INCIDENT: 

1 n Observed  2 5?  Discovered 


MO. 

Day 

Year 

Hour 

Min. 

AM 

CD 

11:2 

01^ 

as 

G PM 

15.  Number  of  Clients  Present  at 
Time  of  Incident 

o 1 1 


16.  Number  of  Employees  Present 
at  Time  of  Incident  ^ y 


17.  CLASSIFICATION  OF  INCIDENT  (X  One)  I 18.  Is  this  incident  also  a case  of  Suspected  I 20.  CAUSES  OF  INCIDENT  (X  All  Which  Appiy) 

! Client  abuse?  ' 


1 ^ injury 

2 U Leave  Without  Consent 

3 G Death 

4 G Restraint 

5 G Medication  Error 

6 G Possible  Criminal  Act 

7 G Sensitive  Situation 


1 G Yes 

2 J^No 

If  “yes”  complete  reverse  side. 

19.  Was  this  a sudden  or  Unusual  Death? 

1 G Yes 

2 ^No 


1 G Action  of  Client  (S«««23)  8 G Actions  of  Visitor 

2 G Physical  Handicap  9 G Intoxication 

G Seizure/Fainting 
G Fall 

G Use  of  Restraint  rn  Faulty.  Inadequate  or 

G Actions  of  Other  Client  ^Inappropriate  Equip. 


10  G Drug  Misuse 

P-,  Hazardous  Conditions  on 

11  U Facility  Property 


G Actions  of  Employee 


jy Unknown 
14  Other  (Specify  in  #25) 


21.  LOCATION  OF  INCIDENT: 

1 Indoors  2 D Outdoors 


22.  SPECIFIC  LOCATION 

1 f^Livtng  Room  3 G Kitcnen  5 GHatIway  7 G Dining  Room  9 G Recreation  Araa/Room  t1  G Unknown 

2 G Bedroom  4 G Bathroom  6 Gstatrease  8 G Program  Room  to  G Off  Facility  property  12  G Other  (Specify  in  25) 


23.  CLIENTS  ACTIONS  (X  One  Only  if  Box  #1 
in  Item  20  was  mariced) 

1 G Self  Abusive 

2 G Assaultive 

3 G Provocative 

4 G Accidental 

5 G Other  (Specify  in  «2S) 


24.  WHAT  CORRECTIVE  OR  OTHER  ACTIONS  HAVE  BEEN  TAKEN? 

Other  (Explain): 


1 ly Medical  Treatment 

2 Q Client  Relocated 

3 G Staff  Relocated 

4 G Maintenance  Request 

5 G Plan  Modification 

6 G Client  Observation 

7 G Client  Supervision 


L /r/y. 


25.  DESCRIPTION  OF  INCIDENT:  If  report  is  completed  by  person  other  than  individual  with  first  knowledge  of  situation,  attach  written  report  of  that 

person,  and  reports  from  any  other  persons  involved.  (1)  Describe  incident.  arKl  include  address  if  different  from  2/4  or  26.  (2)  Give  names  of  witnesss 
and  others  involved.  (3)  Specify  first  aid  (if  given). 


Jxhtf  u/ajC  s), 

I . ill. 


I I I • — il  1 — i — Q.buck  cufH, 

bJooei  "Ihe.  f CoiJ  ivcu'-c.  a.j>j?hxl  1^^^ 


. ^^cyidAinx.  o-j 


aJ.  .(.ACC.  Aytd  ioxutJi  lucre 

(Continue  on  separate  sheet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  ADDRESS  (If  different  than  #2  & 4 above) 


27.  OOSO  I 28.  TYPE  3 Q SOICF  8 

1 QsOCR  4 Q VOICF  7 

2 QvOCR  5 G Other: 


G 

G°c 


29.  CUENTS  PRESENT  LOCATION  different  from  residence) 


30.  PRINT  NAME  OF  PERSON  COMPLETING  PART  A 


TITLE 


SIGNATURE 


DATE 


31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW 


TITLE 


SIGNATURE 


DATE 


PARTS  4«BTofMrCiNS^4ete«^<l9rocfbr/0hiirexeekrifmk 


SIGNATURE 


DATE 


PART  G * Compibf  ed  :SyPte  igcldeni  neyiear.<;cHnfnfff  ee . 


32.  Was  this  information  inaccurate  or  insufficient? 

1 G Yes  - If  “Yes”,  Specify  on  attached  sheet 

2 Q No 


I SIGNATURE 


DATE 


1'86^ 

to 


BEST  COPY  AVAILABL' 


pTAGENCY  — 

Form  OMR  147  (A) 

ALLEGATION 

OF 

CLIENT  ABUSE 

1 1.  FACIUTY  NAME 

L_. 

3.  PROGRAM  TYPE  

* «' ACtLITY  ADDRESS 

i 

1 .... 

5.  PHONE 

( ) 

1 n Yes i ONR-1«7(l)  prewouely  fii«d  m«l 

2 □ 1 □ Ye5  2 □ NO 

1 

1 - 

8.  CUENrS  NAME  (Last,  First) 


I2.  ADAPTIVE  BEHAVIOR  DEFICITS 

(X  Aii  Which  Apply) 

Moderate  Severe 

1 O 6 D Communication 

2D  7 D independent  Living 

3 O 8 D Learning 

4 D 9 D Mobility 

5 U 10  D Seif  Direction 


9.  AGE 

lasEx 

1 Dm  2 Dp 

11.  AJlagation  Reference  No. 


DEVELOPMENTAL  DISABILITY 
1 O MR  2 O Mild  4 Q Severe 

3 O Moderate  S O Profound 


6 □ C.P. 

7 □ Epilepsy 

8 O Autism 

9 □ Neurological  Impairment 


(Specify  in  S35) 
Mo. 


13.  MEDICATION  REGIMEN  OF  CUENT  (X  One  Only) 

1 □ None 

2 □ Antibiotic  Only 

3 D Psychotropic  Only 

4 □ Antiepiieptic  Only 

5 Q Antibiotic- 

Psychotropic 


6 

7 

8 

9 

10 


Q Antibiotic  Antiepileptic 
O Psychotropic-Antiepileptic 
Q Psychtropic-Antiepiieptic- 

□ Antibiotic 

Other 

D Missing 


14.  DATE  A TIME  OF  ALLEGED  ABUSE 


WAS  AUEGAT10N  MADE  BY 

O Client 
O Employee 
O Volunteer 
O Parent 
~ D Guardian 

® D Correspondent  (if  other  than  parent  or  guardian) 

7 U Visitor 

8 D Other  (describe) 


Dsy 


Year 


Hour 

I 


Min; 


□ PM 

17.  IS  THE  SUBJECT  OF  THE  INI^STl 


□ AM* 


1 □ Observed  2 DDlseovered 


GAT10N 


1 Q Client 

2 □ Employee 

3 Q Volunteer 

4 Q Parent 

5 Q Guardian 

6 O Correspondent  (if  other  than  parent  or  guardian) 

7 Q Visitor 

8 Q Unknown 

9 □ Other  (describe) 


18.  PROBABLE  CLASSIFICATION  OF  ALLEGED  ABUSE  (X  the  one  that  moat  closely  describes  the  alleged  situation) 

O Physical  Abuse 
O Sexual  Abuse 

□ Psychological  Abuse 
O Seclusion 

□ Unauthorized  or  Inappropriate  Use  of  Restraint 

□ Unauthorized  or  Inappropriate  Use  of  Aversive  Conditioning 

19.  BRIEFLY  DESCRIBE  THE  ALLEGATION  THAT  IS  UNDER  INVESTIGATION: 


7 

8 
9 

10 


D Unauthorized  or  Inappropriate  Use  of  Time-out 

□ Violation  of  a Client's  Civil  Rights 
Q Mistreatment 

□ Neglect 


2a  CUENTS  RESIDENTIAL  ADDRESS  (If  different  than  4 2 8 4 above) 


21.  DDSO 


22.  type  3 □ soiCF  6 □ FC 

1 DsOCR  4 □ VOICF  7 □ DC 

2 DvOCR  S □ Other 


23.  CLIENTS  PRESENT  LOCATION  (If  different  from  residence) 


24.  PRINT  NAME  OF  PERSON  COMPLETING  FORM 


TITLE 


SIGNATURE 


DATE 


2S.  PRINT  NAME  OF  PERSON  REVIEWING  FORM/ 
SITUATION 


TITLE 


SIGNATURE 


DATE 


BEST  COPY  AVAILABLE 


OMRDD/REACH/CUNY 


DISTANCE  LEARNING  PROGRAM 
STUDY  GUIDE 

THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  26 

Recognizing  Errors  in  Incident  Reports 
Job  Context:  Filling  Out  Incident  Reports 

Conununication  Skills:  Following  Directions;  Understanding  Categories  on  Forms; 
Reading  Comprehension;  Filling  in  an  Incident  Report 

Objectives: 

• review  written  material  on  Incident  Reports 

• review  procedure  for  checking  completion  and  accuracy  of  Incident  Reports 

• detect  and  correct  errors  in  an  Incident  Report 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit,  you  will  practice  recognizing  when  an  Incident  Report  is  Hlled  out  accurately 
and  completely.  You  will  also  review  how  to  check  your  own  reports  to  see  if  they're  correct. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  4,  Unit  26).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

Supplement  1 to  this  unit  is  a sample  Incident  Report  with  an  attached  cover  memo  that 
gives  additional  information  on  the  incident.  Look  over  the  Incident  Report.  Is  it  filled  out 
correctly?  What  is  missing?  On  a sheet  of  paper  make  a list  of  everything  that  should  be 
changed  to  make  this  Report  more  accurate  and  complete.  Item  #24  and  #25  on  the  Incident 
Report  may  be  difficult  to  read.  A typed  version  of  these  sections  is  on  the  page  following  the 
Incident  Report. 


Learning  Activity  2 

Now  turn  to  the  question  sheet.  Supplement  2,  and  answer  the  questions  about  this  Incident 
Report. 


Learning  Activity  3 

Supplement  3,  taken  from  the  NYSOMRDD  Direct  Care  Competency  Manual,  is  the 
performance  checklist  used  by  supervisors  in  observing  a Direct  Care  Worker's  ability  to  write 
or  assist  in  writing  reports.  Review  this  checklist.  Supplement  4 is  a list  of  other  things  that 
should  be  checked  to  ensure  that  your  Reports  are  complete  and  clear.  You  may  want  to  keep 
this  checklist  in  mind  when  completing  Incident  Reports  on  the  job. 

You  may  or  may  not  have  completed  an  Incident  Report  on  the  job.  If  you  have,  look  up 
an  Incident  Report  that  you  have  completed  on  the  job.  Use  this  checklist  to  determine 
whether  your  report  is  complete,  clear  and  accurate.  If  changes  are  needed,  rewrite  your 
Incident  Report  using  the  Incident  Report  form  in  the  Supplement  section. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Looseleaf  sheet  from  Learning  Activity  1 

• Question  sheet  from  Learning  Activity  2 

• The  revised  Incident  Report  from  Learning  Activity  3. 


[This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  fmish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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SUPPLEMENT 


This  is  not  a serious 
On  interview  of  staff,  — - is 
now  back  to  former  P/CA  behavior 
which  we  have  not  seen  since 
she  came  to  us. 


I OMR  5A  (4^8) 

STATE  OF  NEW  YORK 

OFFICE  OF  MENTAL  RETARDATION  AND 
.DEVELOPMENTAL  DISABILITIES 


FROM: 


□ AS  REQUESTED 

□ FOR  YOUR  COAAMENTS 

□ FOR  YOUR  APPROVAL 

□ TAKE  APPROPRIATE  ACTION 

□ CALL  ME 
O SEE  ME 


DATE: 

□ 

□ 

□ 

□ 

□ 


FOR  YOUR  INFORAAATION 
NOTE  & RETURN 
NOTE  & FILE 
FOR  YOUR  SIGNATURE 


io  U-o- 


A Part  III  will  be  completed  with 
program  review  at  QLC  on  7/13/9^« 


/ULJU4J  o>'  QLC^ 


She  is  being  monitorec 
and  has  passed  in  stooj^ 
part  of  diaper.  U 


o 

ERIC 
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BEST  COPY  AVAILABLE 


■X 


1 


SUPPLEMENT 


^ENCY 

[ rACiurr  name 


^ raOGRAM  TYPE 


.....  |s-=eMowr  “ 


reportable 

INCIDENT 


^orm  OMR  147  (i 


ft.  IS  THIS  A 
SERIOUS 
INCtOENT 


{^WllWhl^lAppI^ 

Moderite  Severe 

' n ^ S Communication 

? y ^ y Inciependent  Living 

3 y 8 □ Learning 

4 Q 9 D Mobility 

5 Q 10  O Seif  Direction 


■ . ^ ' iwctagurf 

i^«-co^»rro 

r»-  *06 

DEVEI^MENrAL  DISABILITY 

t QTmr  - ” 


7.  iNq 

2 D No 


reporting  form 


mumser 


Ta.  MEoiCATioSriiGiii^ 


|l4.  DATE  A VIME  OF  INCIO^T; 

1 □ Observed  2 ^g^scovered  ^ 
1^.  CLASSIFICAIION  Of-  INCIDENT  (X  ol) 

1 Q Injury 

2 y l.oave  Without  Consent 

3 □ Death 
^ y Restraint 

5 O Medication  Error 

6 □ Possible  Criminal  Act 

7 U Sensitive  Situation 


2 DMild  4 Dsev,,, 

5 □ Profound 

6 □ C.P.  

7 Q Epilepsy 

8 Q Autism 

9 □ Neurological  impairment 
(Specify  m #35) 

**®-  1 I fiTTnrt  H I II  

□ am  15.  Number  of  CllenU  Present  at 
OC..  I Time  of  Incident 


I 


^ O None 

2 O Antibiotic  Only 

3 O Psychotropic  Only 

4 □ Antiepileptic  Only 

5 □ Antibiotic* 

Psychotropic 


la.  I«  IW«  lncid«n/.iT  " , -..~r= -I 1 I «Tlm«o( 

7oT;,*^  :4U.CA^StS0F.NC.0EN.  U i Wh.cA  Apply" 
2 □ No 


» •*yes"  complete  reverse  side. 


19.  Waa  thia  a sudden  or  Unusual  Death? 

1 □><" 

2 ,0No 


1 


SPECIFIC  LOCATION 

1 □ Uv«8  Room  3 □ Ki, Often 


<ndoo«  2 □ Outdoor,  I ’ 

j-  I 7 ^AtfBMfoom 

r «Bo. 

I in  Item  20  waa  martied) 

1 y Self  Abusive 

2 D Assaultive 

3 y ^vocative 
^ Accidental 
5 O Other  (Specify  in  e25) 


one  Only)  ' 

6 □ Antibiotic  Antiepileptic 

a n ^^!'f*"°P‘®-'^"*'«Pi'eptjc 

® LJ  ^yc^lropic-Antiepileptic- 

9 □ other  *"'*»«<= 

^ Missing 

i«.  Number  ol  tmployee.  Present" 
at  Time  of  Incident 

5 Du^tot  Restraint  " □ ProSiT'""* 

6 □ Anions  of  Other  Client  ^ faulty,  inadequate  or 

7 J3^tionsote™p,o^  .3 

14  □ oiher  (Soeeity  in  e2S) 


_ 4 □ esmn^n.  , Ds,,”!.  □^7«m"Zn.  " 9 

- w„^  CORREClIlit  UR  OTHER  actions  HAVE  BEEN  TAtceNf ^ ^ 

5 O Plan  Moditication  yc-t  ^t\'  ''  V « 'A,'- \JS> 

6 □ Client  ObMrrvation  '^XXOsi;^ 

'rvoTicX 


SRtsiOEMTI.L  AOUHL^  (« -m.r«.t than .2  A 4 ah«eT 


30  **XNXauMEOF 


9~*OMCQMPt£TINO  I 


1-  PR.«  NAME  OF  PERSON 


o 

ERIC 


1 o 


BEST  COPY  AVAILABLE 


Supplement  1 


24.  Dr.  D — notified  that  — ate  a whole  diaper  tom  in  pieces.  Small  sections  found.  She  is 
to  be  monitored  for  obstructions  closely.  Presently  abd.  soft  and  no  distress  noted.  Staff 
to  monitor  stools. 

— RN  II 


25.  Found  in  bed  on  rounds  eating  a attend.  Consumed  large  amount.  RN  notified.  MD 
notified. 


9- 1-.  Q 

-X,  O' 
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THEME  AREA  4,  UNIT  26 


Supplement  2 


Questions  on  Sample  Incident  Report 


1.  Item  #6 

Why  did  the  person  completing  the  review  say  it  was  an  error  to  call  this  a Serious 
Incident? 

2.  Items  #12  and  #13 

Why  are  these  items  left  blank? 

3.  Item  #14 

What  is  wrong  with  the  way  the  date  and  time  of  Incident  is  written? 

4.  Item  #15 

Comment  on  this  item. 

1 

5.  Item  #17 

Can  this  item  be  classified  in  one  of  these  categories?  If  so,  how  would  you  classify  this 
incident? 

6.  Item  #18 

This  item  should  be  completed.  Which  box  would  you  check? 

7.  Item  #20 

Was  the  appropriate  box  checked?  If  not,  which  box  should  be  checked? 

8.  Item  #23 

Is  this  item  completed  correctly  for  the  Report  as  it  is  currently  written?  If  not,  how 
should  it  be  changed? 

9.  Item  #24 

Why  is  it  important  to  use  clear  handwriting  in  reports? 

10.  Item  #25 

Is  this  section  as  detailed  as  it  could  be? 
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PARTICIPATES  ON  TEAM 


SUPPLEMENT  3 


TASK  NO. 


JOB  TASK  STATEMENT 


1.1 


Write  or  assist  in  writing  reports. 


***********i*********  performance  OBJECTIVE  ***************** 


Given  the -completion  of  a program  or  assigned  activity,  the 
•.wall' make- -appropriate  entries  in- , the  daily  log  or  designated 
■form  to  document  the  activity. 


trainee 


*■^***********************xl^8’rRuc'rlovs****************^,^,**^,^,^,^,^, 


Select  a person  with  whom  the  trainee  has  worked  during  a given 
workshift.  Review  the  daily  log  or  form  used  for  documenting 
program  activities.  Use  the  items  below  to  rate  the  trainee's 
performance  in  providing  written  documentation  of  the  activity. 

All  items  below  must  be.  checked  "Y"  for  attainment  of  the 
competency.  Any  items  checked  "NA"  should  be  exolained  on  the 
back  of  this  form. 


ITEM 


PERFORMANCE  WILL  BE  OBSERVED  USING  THE  ITEMS  BELOW 


1. 

2. 

3. 


Was  the  information  recorded  accurately? 

Was  the  information  recorded  in  a logical 
sequence? 


'Y  1 N'NAl 


Was  documentation  placed  in  the  proper  form  or 
log  as  required  by  the  agency? 


Was  form  or  report  signed  or  initialed  with 
title  and  date? 


Was  the  form  returned  to  the  appropriate 
location  or  person? 


***“**  I Date:  | Trial  No:  12  3 

Observer:  ‘Title:  'Code: 


c 

H 

E 

C 

R 

L 

I 

S 

T 
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BEST  COPY  AVAILABLf 


WOa>K»OM>dWnj 


1.  AGENCY  — 

Form  OMR  147  (1) 

^ FACILITY  NAME 

3.  PROGRAM  TYPE 

REPORTABLE 

4.  FACILITY  ADDRESS 

INCIDENT 

REPORTING  form' 

{ 5.  PHONE 
! ( ) 

6.  IS  THIS  A t n Yes 

semous  Jr 

7.  INCtOENT  NUMBER 

8.  CLIENTS  NAME  (Last.  First) 


9.  AGE 

laSEX 

1 Gm  2 Gf 

11.  CUENT  1.0.  NO. 


12.  ADAPTIVE  BEHAVIOR  DEFICITS 
(X  All  Which  Apply) 

Moderate  Severe 

1 Q 6 Q Communication 

2 O 7 Q Independent  Living 

3 0 8 O Learning 

4 O 9 O Mobility 

5 O 10  O Seif  Direction 


developmental  disability 

^ O MR  2 O Mild  4 Q Severe 

3 O Moderate  5 O Profound 


6 □ C.P. 

7 O Epilepsy 

8 Q Autism 

9 Q Neurological  Impairment 


(Specify  in  »35) 


13.  MEDICATION  REGIMEN  OF  CUENT  (X  One  Only) 

1 D None 

2 O Antibiotic  Only 

3 ' Q Psychotropic  Only 

4 Q Antiepiieptic  Only 

5 Q Antibiotic- 

Psychotropic 


O Antibiotic  Antiepiieptic 
O Psychotropic-Antiepiieptic 
□ Psychtropic-Antiepiieptic- 

□ Antibiotic 

Other 

O Missing 


14.  DATE  & TIME  OF  INCIDENT: 

1 Q Observed  2 D Discovered 
17.  CLASSIFICATION  OF  INCIDENT  (X  One) 


Mo. 

Day 

Year 

Min. 

G am 

15.  Number  of  Clients  Present  at 

1 

! 

1 

1 

1 

G PM 

Time  of  Incident 

1 1 

16.  Number  of  Employees  Present 
at  Time  of  Incident 


1 Q injury 

2 O Leave  Without  Consent 

3 G Death 

4 G Restraint 

5 G Medication  Error 

6 G Possible  Criminal  Act 

7 G Sensitive  Situation 


18.  Is  this  Incident  also  a case  of  Suspected 
Client  abuse?  _ 

1 Q Yes 

2 □ No 

If  ‘‘yes"  complete  reverse  side. 


19.  Was  this  a sudden  or  Unusual  Death? 

1 G Yes 

2 □ No 


20.  CAUSES  OF  INCIDENT  (X  All  Which  Apply) 


1 G Action  of  Client 

2 G Physical  Handicap 

3 Q Seizure/Fainting 

4 OFali 

5 Q Use  of  Restraint 

6 □ Actions  of  Other  Client 

7 G Actions  of  Employee 


G Actions  of  Visitor 
Q Intoxication 
Q Drug  Misuse 

□ Hazardous  Conditions  on 
Facility  Property 
Q Faulty,  inadequate  or 
Inappropriate  Equip. 

Q Unknown 
D Other  (Specify  in  425) 


21.  LOCATION  OF  INCIDENT: 

1 G Indoors  2 G Outdoors 


22.  SPECIFIC  LOCATION 

1 □ Living  Room  3 □ KiteBen  sOHmlway  7 □ Dining  Room  9 □ R.er.«.on  Aroo/Room  11  □ Unknown 

2 □Sodroom  4 □ SuBroom  S Osiaircuo  S □ Program  Room  10  □ On  Paeilily  Prooony  12  □ OlBar  (Soocily  in  25) 

If  Box  »1 


23.  CUENTS  ACTIONS  (X  One  Only 
in  Item  20  was  marked) 

1 G Self  Abusive 

2 G Assaultive 

3 G Provocative 

4 G Accidental 

5 G Other  (Specify  in  425) 


24.  WHAT  CORRECTIVE  OR  OTHER  ACTIONS  HAVE  BEEN  TAKEN? 

Other  (Explain): 


1 G Medical  Treatment 

2 G Client  Relocated 

3 Q Staff  Relocated 

4 Q Maintenance  Request 

5 G Plan  Modification 

6 O Client  Observation 

7 Q Client  Supervision 


completed  by  person  other  than  individual  with  first  knowledge  of  situation  attach  written  reoort  of  that 


(Continue  on  Separate  sheet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  ADDRESS  (If  different  than  42  & 4 above) 
29.  CUENTS  PRESENT  LOCATION  Of  different  from  residence) 


I 27.  DDSO 


28.  TYPE-  3 Q SOICF  6 Q FC 

1 GsOCR  4 □ VOICF  7 QDC 

2 Gvocn  5 □ Other 


30.  PRINT  NAME  OF  PERSON  COMPLETING  PART  A TITLE 

31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW  TITLE 


SIGNATURE 


DATE 


SIGNATURE 


DATE 


PARTBm 


SIGNATURE 


DATE 


• .RARTC  ♦ To  de  Comiifeled  >BV'1lW:^fK4dentReE«lenoi^  • 


32.  Was  this  information  inaccurate  or  Insufficient? 

1 G Yes  - If  “Yes  *.  Specify  on  attached  sheet 

2 □ No 


{ SIGNATURE 


DATE 
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THEME  AREA  4,  UNIT  26 


Supplement  4 


Incident  Report  Checklist 


Have  I completed  all  the  items? 

Is  my  handwriting  clear  and  easy  to  read? 

Have  I provided  the  correct  information  for  the  individual? 

• correct  spelling  of  name? 

• accurate  client  I.D.  ft  ? 

• complete  address? 

Is  my  spelling  correct? 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  27 

Vocabulary  Review  (Incident  Reports) 


Job  Context:  Understanding  Vocabulary  Pertaining  to  Incident  Reports 
Conununication  Skills:  Vocabulary  Development;  Reading  Comprehension 
Objectives: 

• review  vocabulary  pertaining  to  Incident  Report  form 

• employ  a system  for  learning  new  technical  vocabulary 


Materials: 


• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

In  this  unit  you  will  review  technical  vocabulary  that  is  pertinent  to  Incident  Reports. 
Learning  Activity  1 

Supplement  1 is  a glossary  of  terms  related  to  incidents  and  Incident  Reports.  Review  the 
meanings  of  these  words.  Then  answer  the  questions  on  the  question  sheet. 
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Learning  Activity  2 

During  your  work  day,  make  a note  of  any  technical  words  you  come  across  that  you  don't 
understand  or  that  you'd  like  to  study  further.  Write  these  words  on  an  index  card  and  include 
them  in  your  word  box.  Include  a short  description  of  how  the  word  was  used  in  context  so  it 
will  be  easier  to  recognize  and  understand  the  word  the  next  time  you  come  across  it.  You  can 
look  up  these  words  in  your  dictionary  or,  if  you  wish,  you  can  trade  words  with  your  e-mail 
partner.  He  or  she  may  know  the  meaning  of  a word  that  is  difficult  or  unclear  to  you. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Question  sheet  from  Learning  Activity  1 


[This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  h,  UNIT  27 
Supplement  I. 


Existing  Regulations 

Part  624  Reportable  incidents  and  Client  Abuse 


New  York  State  OMRDD 


624.20  Glossary 

(a)  Allegation  (of  client  abuse)  - For  purposes  of  this  Part,  the 
implication  that  abuse  of  a client  may  have  occurred,  based  upon  the 
report  of  a witness,  upon  a client's  own  account,  or  upon  physical 
evidence  of  probable  abuse. 

(b)  Aversive  Conditioning  - An  accepted  behavior  modification  therapy 
technique  employed  only  within  the  context  of  a plcinned  behavior 
modifying  program  and  which  involves  the  use  of  stimuli  or  events 
considered  to  be  intrusive  and  extremely  objectionable,  unpleasant, 
uncomfortable,  noxious  or  painful  to  the  client.  Aversive 
conditioning  techniques,  when  utilized  according  to  acceptable 
theory  and  practice,  are  clinical  interventions  which  are  to  be 
employed  to  achieve  therapeutic  goals. 

(c)  Commission  on  Quality  of  Care  for  the  Mentally  Disabled  - A 
commission,  appointed  by  the  Governor  of  New  York  State  in  conformance 
with  Article  45  of  the  Mental  Hygiene  Law,  whose  primary  function  is 
to  review  the  organization,  administration  and  delivery  of  services 

of  the  Office  of  Mental  Retardation  and  Developmental  Disabilities 
and  the  Office  of  Mental  Health  (OMH)  to  ensure  that  the  quality 
of  care  provided  to  the  mentally  disabled  is  of  a uniformly  high 
standard.  Included  in  this  responsibility  is  the  investigation  of 
complaints  of  clients,  employees  or  others  of  allegations  of  client 
abuse  or  mistreatment  and  the  review  of  all  deaths  of  clients/patients 
in  all  OMRDD  and  OMH  operated  or  licensed  facilities. 

(d)  Correspondent  - An  individual  (not  in  the  employ  of  an  agency 
delivering  services  to  the  client)  who  assists  the  client  in 
obtaining  necessary  services  and  participates  as  a member  of  the 
client's  program  planning  team  in  the  program  plcuining  process.  The 
fact  that  a correspondent,  is  providing  advocacy  for  a client  does  not 
endow  that  individual  with  any  legal  authority  over  a client's  affairs. 

(e)  Developmental  Center  - A facility  operated  by  the  Office  of  Mental 
Retardation  and  Developmental  Disabilities  for  the  care  and 
treatment  of  the  mentally  retarded  and  developmentally  disabled,  as 
designated  in  Article  13.17  of  the  Mental  Hygiene  Law. 

(f)  Developmental  Disability  - A.  developmental  disability  is  a severe, 
chronic  disability  of  a person  which; 

(1)  Is  attributable  to  mental  retardation,  cerebral  palsy, 
epilepsy,  autism,  or  neurological  impairment,  or  is 
attributable  to  any  other  condition  of  a person  similar  to 
mental  retardation,  cerebral  palsy,  epilepsy,  autism,  or 
neurological  impairment  because  such  condition  results  in 
similar  impairment  of  general  intellectual  functioning  and/or 
adaptive  behavior  and  requires  treatment  and  services  similar 
to  those  required  for  such  persons. 

(2)  Is  manifest  before  age  18. 
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(3)  Is  likely  to  continue  indefinitely. 

(4)  Results  in  substantial  functional  limitations  in  adaptive 
behavior. 

(5)  Reflects  the  needs  for  a combination  and  sequence  of  special, 
interdisciplinary  and/or  generic  care,  treatment  or  other 
services  which  are  of  lifelong  or  extended  duration,  and  are 
individually  planned  and  coordinated. 

(g)  Family  Care  Provider  - One  or  more  adults  age  21  or  over  to  whom  an 
operating  certificate  has  been  issued  by  OMRDD  to  operate  a family 
care  home . 

(h)  Governing  Body  - The  policy-making  authority,  whether  an  individual 
or  a group,  that  exercises  general  direction  over  the  affairs  of  a 
certified  program  and  establishes  policies  concerning  its  operation 
for  the  welfare  of  the  individuals  it  serves.  In  State- operated 
facilities,,  the  governing  body  shall  be  the  central  office 
administration  of  OMRDD. 

(i)  Head  of  Shift  - That  staff  person,  by  whatever  title  he  or  she  may  be 
known,  who  is  immediately  in  charge  of  the  designated  area  in  which 

a reportable  incident  or  alleged  child  abuse  has  occurred  or  been 
identified,  at  the  time  of  such  occurrence  or  the  discovery  thereof. 

(j)  Homicide  Attempt  - For  purposes  of  this  Part,  an  assault  by  a client 
in  which  there  is  apparent  intent  to  kill. 

(k)  Individual  Program  Plan  - A client -oriented  record  system  which 
documents  the  process  of  developing,  implementing,  coordinating, 
reviewing,  and  modifying  a client's  total  plan  of  care.  It  is 
maintained  as  the  functional  record  indicating  all  planning  as  well 
as  services  and  interventions  provided  to  the  client.  It  contains, 
at  a minimum,  client  identification  data,  diagnostic  reports, 
assessments,  service  plans,  medical  data,  activity  schedules; 
interdisciplinary  team  minutes  and  reports,  staff  action  records, 
and  information  on  efforts  to  place  clients  in  a less  restrictive 
level  of  programming. 

(l)  Investigate/Inves t igation  - That  process  whereby  the  circumstances 
surrounding  an  event /situation  are  examined  and  scrutinized,  whether 
by  a program  administrator,  desi^ated  staff  or  a trained 
investigator  (q.v.).  The  intensity  of  any  "investigation"  is 
decided  by  agency /program  policy  and  the  event /situation  under  study. 

(m)  Investigator  - That  person  or  persons,  designated  by  agency /program 
•policy,  responsible  for  collecting  information  to  establish  the 
facts  relative  to  an  event /situation,  whether  immediately  following 
or  subsequent  to  that  event /situation.  While  an  "investigator"  need 
not  be  a person  appointed  to  a position  bearing  that  title  or  have 
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highly  specialized  training  in  investigatory  techniques,  it  is 
recotnmended  that  the  investigation  of  allegations  of  abuse  be 
conducted  by  an  individual  skilled,  by  virtue  of  training  or 
experience,  in  the  appropriate  techniques  necessary  to  bring  such 
allegations  to  a satisfactory  conclusion. 

(n)  Isolation  - A form  of  seclusion  (q.v.),  specifically  intended  to 

minimize  sensory  stimulation  due  to  the  sterility  of  the 
environmental  design.  Such  isolation  is  not  to  be  confused  with  the 
placement  of  a client  in  a setting  which  removes  an  individual  from 
contact  with  others  for  medical  reasons..  Isolation  is  prohibited  by 
OMRDD  regulation.  /\  . 

(o)  Medical  Safeguard  - A device  which  controls  movement  and  which  is 
prescribed  by  a physician  for  time  limited  periods  during  healing  to 
ensure  a medical  procedure,  to  position  or  protect  a body  part  during 
healing,  or  to  support  a body  part  of  limb.  Examples  would  include  a 
brace  to  keep  a limb  in  place,  splints  or  braces  to  provide 
stability  for  broken  bones,  devices  to  prevent  or  avoid  irritation  or 
further  injury  of  a skin  ailment  or  bum,  and  traction  equipment. 

(p)  Mental  Hygiene  Legal  Service  (MHLS) ; - A service  of  the  appellate 
division  of  the  State  Supreme  Court  established  pursuant  to  Article 
47  of  the  Mental  Hygiene  Law.  (Formerly  "Mental  Health  Information 
Service"  - MHIS) . 

(q)  Physical  Safeguard  - A device  which. may  inhibit  or  restrict 
movement,  but  which  is  used  to  ensure  the  safety  of  a client  or  to 
assist  in  his  or  her  comfort  and/or  functioning.  As  such,  the  use 
is  detailed  in  the  client's  Individual  Program  Plan.  It  is  expected 
that  the  use  of  such  devices  will  be  ongoing,  as  opposed  to  the. 
short  term  use  of  mechanical  restraining  devices  to  facilitate  time 
specific  medical  procedures . Physical  safeguards  may  not  include 
any  device  which  binds  limbs  to  each  other  or  to  any  other  part  of 
the  body,  or  prevent  normal  movement  of  a limb  or  limbs.  The 
inappropriate  use  of ■ a device  which  prevents  the  normal  movement  of 
a limb  or  limbs  or  the  use  of  any  supportive  device  for  a client  who 
is  capable  of  self-support  and/or  self  ambulation  shall  be 
considered  client  abuse. 

(r)  Program  Administrator  - The  person  designated  by  the  governing  body 
to  be  responsible  and  accountable  for  the  daily  operation  of  an 
OMRDD  certified  or  operated  program;  or  his  or  her  designee,  who 
shall  be  a senior  staff  person. 

(s)  "Requiring  Medical  or  Dental  Treatment"  - That  situation  whereby  a 
client  who,  by  virtue  of  his  or  her^  condition  as  a result  of  an 
incident,  must  see  a physician,  dentist,  physician's  assistant,  or 
nurse  practitioner  to  have  the  condition  diagnosed,  controlled 
and/or  attended  to  with  more  than  first-aid  procedures.  While 

in  any  way  injured  or  has  suffered  any  ill  effects  is  to  see  a 
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medical  professional,  this  does  not  constitute  "requiring  medical  or 
dental  treatment"  in  terms  of  defining  a reportabirincident . 

~ placement  of  a client  in  a secured  room  or  area  from 

which  he  or  she  caimot  leave  at  will  is  considered  to  be 

) . Seclusion  is  considered  to  be- a 
form  of  client  abuse  and  is  therefore  prohibited. 

(u)  Standardized  Form  - For  purposes  of  this  Part,  a document  or 

specifically  designed  or  designated  at  the  agency/program 
level  for  the  purpose  of  recording  reparts  of  incidents  (a^ defined 
herein  and  by  agency /program  policy)  and  alleged  client  abuse  for 
use  within  that  agency /program  in  such  a manner  that  there  will  be 
consistency  of  information  to  facilitate  the  investigation,  review 
and  monitoring  of  those  events  or  situations  and  the  corrective 
actions  taken,  as  well  as  the  identification  and  analysis  of  trends. 

(V)  Time-Out  - A period  of  time  when  a client  is  removed  from  or  denied 

acLSISIe^iSLio  positive  reinforcement  in  accordance  SiS 

f "^"^^ement  techniques.  When  in  time-out  a 
Client  shall  be  under  visual  or  auditory  contact  and  supervision 

II  ™tS^SJy?  normal  egress  from  thL  area  can 

^d^^^  direct  physical  action  of  appropriately  trained  staff; 

(2)  When  such  action  is  designated  in  a written  plan. 

^e  exceptions  to  the  need  for  a plan  are  those  isolated  emergency 
situations  in  which  the  limited /infrequent  use  of  a time-out  area  is 

protection  of  a client  or  otSs  S 
conformance  with  agency /program  specific  policies  and 
Time-out,  when  used  in ; accordance  with  acceptable 
clinical/therapeutic  techniques,  is  not  to  be  confused  with 
seclusion  or  isolation  (q.v.),  nor  is  it  to  be  considered  a form  of 
aversive  conditioning  (q.v.).  ^ 
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Supplement  1 
Glossary  Question  Sheet 


1. 

2. 


3. 

4. 

5. 

6. 

7. 

8. 


When  is  aversive  conditioning  used? 

The  family  of  an  individual  claims  that  a staff  member  has  been  mistreating  their  son. 
Would  this  complaint  be  investigated  by  the  Commission  on  Quality  Care  for  the 
Mentally  Disabled? 

Have  you  had  any  experience  relating  to  a correspondent  of  an  individual?  If  so,  describe 
the  relationship. 

What  is  the  governing  body  for  the  state-operated  facilities  in  the  state  of  Georgia? 

What  are  four  components  of  the  Individual  Program  Plan? 

Would  removing  an  individual  from  a room  because  of  medical  reasons  be  considered 
isolation? 

What  is  the  difference  between  a medical  safeguard  and  a physical  safeguard? 

What  is  the  difference  between  isolation  and  seclusion? 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  28 

Granunar  Review 


Job  Context:  Accurately  Completing  Incident  Reports 
Communication  Skills:  Improving  Grammatical  Skills;  Writing  Skills 
Objectives: 

• review  subject-verb  agreement 

• detect  and  correct  grammatical  errors 

• practice  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Writing  Skills  Handbook 

Introduction 

Throughout  this  Study  Guide  are  units  that  will  review  basic  grammar  rules  to  help 
improve  your  writing.  This  unit  will  review  agreement  of  subject  and  verb. 


Learning  Activity  1 

Read  pages  19  through  the  first  paragraph  on  page  23  in  your  Writing  Skills  Handbook. 
Turn  to  your  packet  of  Writing  Skills  Handbook  worksheets.  The  worksheets  are  on  yellow 
paper.  Complete  the  sheet  that  is  labeled  2:  Verbs.  Complete  2b,  First  Set,  and  2b,  Second 
Set. 


Learning  Activity  2 


Write  a message  to  your  e-mail  partner.  Describe  an  individual  that  you  work  with.  Use  a 
made-up  name  to  protect  that  individual's  confidentiality.  If  you  are  not  a Direct  Care 
Worker,  describe  one  of  your  co-workers.  Before  sending  your  message,  check  that  your 
subjects  and  verbs  agree.  Send  a copy  of  this  message  to  your  Instructor. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• Copy  of  message  to  e-mail  partner 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  29 

Writing  Descriptions  from  Observations 


Job  Context:  Writing  Descriptions  of  Incidents  (Incident  Report  Form  147(1),  #25) 

Communication  Skills:  Developing  Observational  Skills;  Writing  Skills;  Writing 
Descriptions 

Objectives: 

• cultivate  observational  skills 

• recognize  important  components  of  incident  description 

• practice  writing  descriptions 

• check  completeness  and  accuracy  of  own  descriptions 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

Item  #25  on  the  Incident  Report  Form  147(1)  asks  for  a description  of  the  incident.  This 
unit  will  give  you  additional  practice  in  writing  descriptions  from  observations. 
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Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  4,  Unit  29).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Description  of  Videotape  Materials 

For  this  Learning  Activity  you  will  view  a videotape  segment  of  two  recreational  activities 
at  a Developmental  Center:  indoor  baseball,  and  arts  and  crafts.  The  segment  is  on  videotape 
#1,  and  is  labeled  Segment  10*.  It  begins  at  1:29:35  and  ends  at  1:41:56.  The  baseball 
activity  begins  at  the  beginning  of  the  segment  and  ends  at  1:37:20.  The  arts  and  crafts 
activity  begins  at  1:37:21  and  ends  at  the  end  of  the  segment. 


Learning  Activity  1 

View  the  video  section  on  the  baseball  activity.  On  a sheet  of  looseleaf  paper  jot  down  a 
few  brief  notes  on  the  most  important  things  you  observed. 

Now  view  the  baseball  activity  section  again.  As  you  view,  add  to  your  notes  important 
points  that  should  be  included  in  a description  of  this  activity.  View  the  baseball  section  as 
many  times  as  you  wish  until  you  feel  you  have  noted  all  of  the  important  information. 

Write  a description  of  this  activity.  Use  complete  sentences.  Refer  to  your  notes  to  be 
sure  you've  included  everything. 

View  the  baseball  section  once  again  after  you  have  finished  writing  your  description.  Add 
or  change  anything  you  wish. 

Edit  your  work.  Check  to  be  sure  that  you  are  describing  what  you  actually  observed  and 
not  giving  an  interpretation  or  your  opinions  of  what  you  observed.  For  example,  if  you 
observed  one  individual  yelling  at  another  you  would  say,  "Individual  A was  yelling  at 
Individual  B,"  not  "Individual  A was  angry"  (an  interpretation  of  the  event). 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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Learning  Activity  2 


If  you  have  time,  complete  the  steps  described  above  for  the  second  section  of  Segment  10, 
the  arts  and  crafts  activity. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  and  descriptions  from  Learning  Activities  1 and  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
1 is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  30 

Necessary  Information  in  an  Incident  Report 


Job  Context:  Writing  Descriptions  of  Incidents  (Incident  Report  Form  147(1),  #25) 

Communication  Skills:  Reading  Comprehension;  Writing  Skills;  Writing  Descriptions  of 
Incidents 

Objectives: 

• recognize  important  components  of  incident  description 

• practice  writing  descriptions  of  incidents 

• review  procedure  for  checking  completeness  and  accuracy  of  own  descriptions 

• focus  on  correct  capitalization  and  spelling 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

Introduction 

This  unit  will  give  you  more  practice  in  writing  descriptions  of  incidents  as  required  for 
Item  #25  of  the  Incident  Report  form  which  is  provided  in  Supplement  1 . 


Learning  Activity 

Item  #25  on  the  Incident  Report  form.  Description  of  Incident,  is  one  of  the  most 
important  items  to  be  completed  on  this  form.  It  is  important  that  it  be  completed  correctly 
and  accurately. 
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When  writing  a description,  you  should  describe  the  actual  behavior  or  event  that  you 
observed.  The  directions  given  on  the  Incident  Report  form  for  Item  #25  ask  you  to  (1) 
Describe  the  incident;  (2)  Give  name  of  witness  and  others  involved;  (3)  Specify  First  Aid  (if 
given). 

In  Supplement  2 to  this  unit  are  four  Injury  Intervention  forms  from  a NYS  DDSO. 

(These  forms  are  the  original  forms  and  the  handwriting  may  be  difficult  to  understand.  We 
have  retyped  the  information  on  the  forms  on  the  page  following  each  incident.) 

Using  the  information  on  these  forms,  e-mail  a description  for  each  incident  to  your 
Instructor.  Head  each  description  with  the  incident  number:  Incident  1,  Incident  2,  etc.,  so 
your  Instructor  will  know  which  incident  you  are  describing. 

Focus  on  the  writing  skills  of  capitalization  and  spelling  in  this  unit. 

WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

i 

Send  the  following  to  your  Instructor  by  e-mail: 

• Incident  Descriptions  from  Learning  Activity 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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SUPPLEMENT  i 


Incident  Report  Form 


1.  AGENCY 


2.  FACILITY  name 


.3.  PROGRAM  TYPE 


4.  FACILITY  address 


•REPORTABLE 

1inc:dent 


form  OMR  147  ;i) 


REPORTING  FORM 


; S.  PHONE 


IS  THIS  A 
SERIOUS 
INCIDENT 


G yea  7.  incident  numoer 

2 □ No 


. ■ • . AxTqgg:CpMPtETE&;PY:5TArift;Og^CNATm:iN:ACEM 


8.  CLIENTS  NAME  (LasL  FIral) 


1 9.  AGE 


10.  SEX 

1 Dm 


11.  CUENT  I.D.NO. 


12.  ADAPTIVE  behavior  DEFICITS 
(X  Ail  Whicn  ApDiy) 

Mocerate  Severe 

1 O 6 O Communication 

2 O 7 O Inceoencent  Living 

3 O 3 O Learning 

4 O 9 Q Mobility 

5 D 10  Q Self  Direction 


DEVELOPMENTAL  DISABILITY 
1 □ MR  2 □ Mild  4 □ Severe 


3 D Moderate  S O Profound 


6 □ C.P. 

7 O Eoiieosy 
3 O Autism 

g Q Neurological  Imoairment 
(Specify  m e35) 


13.  MEDICATION  REGIMEN  OF  CUENT  (X  One  Only) 

1 Q None 

2 Q Antibiotic  Only 

3 Q Psycnotrooic  Only 

4 O Antieoiieotic  Only 

5 G Antibiotic^ 

Psycnotrooic 


9 

10 


G Antibiotic  Antiepileptic 
G Psycnotrooic-Antieoiieotic 
G Psycntrooic-Antieoileptic- 
P-  Antibiotic 

«— I Otner 
^ .Missing 


14.  DATE  i TIME  OF  INCIDENT: 

1 O Observeo  2 • Oiscovereo 


MO. 

Day 

Yearl  Hour 

Min. 

G am)  is.  Number  of  Clients  Present  at 

1 

i 

^ 1 i 

n a..  1 Time  of  Incident 

LJ  PM  j , j 

16.  Number  of  Employees  Present 
at  Time  of  Incideni 


17.  CLASSIFICATION  OF  INCIDENT  (X  One)  j 18.  Is  tnis  incident  also  a case  of  Suspected  I 20.  CAUSES  OF  INCIDENT  (X  All  WhlcD  Apply) 
Qlent  abuse? 

1 Glniury  i i G Yes 

2 O Leave  Witnout  Consent 

3 D Oeam 


4 G Restraint 

5 O Medication  Error 

S G Possible  Criminal  Act 
7 G Sensitive  Situation 


2 G No 

If  ’’yes'  comoiete  reverse  sioe. 


1 9.  Waa  tnls  a sudden  or  Unusual  Deatn? 

1 G Yes 

2 G No 


1 G Action  of  Client  is««  •?3i  8 G Actions  of  Visitor 

2 G Physical  Handicap  9 G Intoxication 

3 G Seizure/Faintmg  1Q  G Orug  Misuse 

4 G Fall 

5 O Use  of  Restraint  n Faulty,  inaoeouate  or 

6 G Actions  of  Otner  Client  ^ tnaoproonate  Equip. 

7 G Actions  of  Emoioyee  U Unknown 

14  U Otner  (Specify  in  #25) 


p-  Hazardous  Conditions  on 
U Facility  Prooerty 


21.  LOCATION  OF  INCIDENT: 


i 22.  SPECIFIC  LOCATION 

Q Q 1 1 G U»inq  Room  3 G Kiicnen  S Ghsiiwsv  7 G P##"*  9 G Rscreatton  Aret/Room  n G Uonoown 

Indoors  2 Outdoors  j j O 8«Proam  * O Samroom  o Gsisircass  8 O Program  Room  10  G OM  Faaitty  Prooony  12  O Otner  (Soactly  in  2Si 


23.  CUENTS  ACTIONS  <X  One  Only  if  Box  #1 
in  item  20  waa  marked) 

1 O Seif  Abusive 

2 G Assaultive 

3 G Provocative 

4 G Accidental 

5 G Otner  (Specify  in  #25) 


24.  WHAT  CORRECTIVE  OR  OTHER  ACRONS  HAVE  BEEN  TAKEN? 

Otner  (Exoiain): 


1 G Medical  Treatment 

2 G Client  Relocated 

3 G Staff  Relocated 

4 G Maintenance  Request 

5 G Plan  Modification 

6 G Client  Observation 

7 G Client  Supervision 


25.  DESCRIPTION  OF  INCIDENT:  If  report  is  completed  by  person  otner  tnan  tnoiviouai  witn  first  knowledge  of  situatidn.  attacn  written  reoort  of  tnat 

person,  and  reports  from  any  otner  persons  involved.  (1)  Oescnbe  incident,  and  include  address  if  different  from  2/4  or  26.  (2)  Give  names  of  witnesss 
and  otners  involved.  (3)  Soecify  first  aid  (if  given). 


(Continue  on  seoarate  sneet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  ADDRESS  (1(  different  tnan  #2  & 4 above)  j 27.  ODSO  i 

i 1 

j ! 

28.  TYPE  3 □ soiCF  6 G 

1 GsOCR  4 Q VOICF  7 □OC 

2 GvOCR  5 G Otner 

29.  CUENTS  PRESENT  LOCATION  (If  dllfemni  from  rMidenca) 

3a  PRINT  NAME  OF  PERSON  COMPLETING  PART  A j TITLE  | SIGNATURE 

- 1 i 

1 DATE 

1 

31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW 

title  1 SIGNATURE 

! 

DATE 

SIGNATURE 

i DATE 

1 

PART  gy  ^ ' * . ’ : 

*!  • * . • " 

32.  Waa  tMa  information  inaccurate  or  mautfloant?  ; SIGNATURE 

1 G Yes  - If  “Yes  ’.  Soeafy  on  anacned  sneet  i 

2 G No  : 

DATE 

BEST  COPY  AVAILABLE 
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THEME  AREA  4,  UNIT  30 
SUPPLEMENT  2 


INJURY  INTERVENTION  FORMS 
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7.  T-tJBC  iht  ^jif^ 


> * - X 

f 

2.  LocjcLtion  'o£  iotc 

. i'r 

3.  fvuon  toiw  /obH 

4.  PeACA^e  2Jtc.ll 


5.  Ji  th^  Znjtifiy  i 


6.  1£  the  ^nju/uf 

cjIMt  xLAoI 


7.  AjieA  ihe  ijnjuAjj  occuAAeci  oa  lou  iound,  detu^bt  aJJ.  ACTI(^  iaken:  mz^toLliL 





^._^I^fl_‘. 


"CSl^- 


t/\jrtsz  c^  ^ 

'-to 


kji^  Crw^cOs 


yART  T1 : UAhlDERJUG:  

7.  Lzn^th  oi  tine.  the.  pzfuon  uxu  uMiccounteji  iofttO 

, /\j^4  '■ — r^-—  *^,  -f—7  “ ■ V lU 

r.  location  0^  occuAAcncei  U^w»--^--d-<-4XL^  - ^(JL  t»<\  A- 

3.  PeACAibe  t/ie  i-ituatJLon,  incJLide  uihtn.t  the  peuon  uxu  {oand,  urfio  {oand  the  peuon,  any 
jietMted  events  on.  cincumtancei,  any  poaiJbte  neoion 


...  fp.  r 


HOnnCATlON: 

7.  PLEASE  make  an  entny  in  the  poogAtiA  note  section  o{  the  peuon'^ 
the  oeeunnence. 

2.  PLEASE  include  the  inionnation  in  ihi^t  AcpoAt. 
v3.  fiZe  the  eompteted  ionn  in  the  Unit  Conmaueation  Book. 


pcfuon  eompieting  ionm 


Title 


pSe 
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BEST  COPY  AVAILABLE 


Incident  ftl 


1.  8:15  PM 

2.  girls'  bathroom 

4.  bruising  at  base  of  first  three  toes,  right  foot 

6.  Injury  found  at  shower  time  when  shoes  removed. 

7.  I examined  feet  while  client  in  bed.  MD  notified.  She  recommended  no  ambulation  until 
AM  and  analgesic  Tylenol  650  mg  given  at  4PM  and  8PM.  Large  note  on  blackboard 
telling  night  staff  to  toilet  her  in  wheelchair  and  not  to  allow  her  out  of  bed  unassisted. 
F/u  in  AM. 

—reviewed  — x-ray  done  following  day  — fracture  noted. 


I ry  Hr:* 

213  J 


‘ Incident  #2*  - . ■ 

S.T.E.P.S.  l»aURy -IWTERVEMnQM-f»a 


UII&. 


Vatct 


/“T 


^FACTI*  IWURF  . ' . ^ 

I.  Ti«  ilx  mia^  ccn^  « *«*  <o««i= 

1,  iocAt^n  o£  occuMtnctt 

3.  Fcaaoix  mho  obAtftvcd.  ok  £outid 

4.  VtAuuhz  the.  IMJURV: ^ / 

5.  I j Xfee  «ia>ur  «xu  OBSERVED,  deic/uie  Xfce  iXiiuition  o«d  evcntA  teading  to  the,  insuAgi 


B^cuaB^ 


6.  I£  ifee  ijiitjjui  uxu  ¥0UND,  tUiCKibe  the.  Altuatlom 


7.  AiUAtht  inj^  cca^  ot  iucAJit  <M.  ACTIONS 

-ottitveiittcnA,  notJ-ilaationOt  otheAAi  Ojo^^  T />Qjp /6m^^ly7l^ 


\ 


FART  II:  tfAWPERIWG: 

7.  length  oi  tme  the  peuon  was  luiaccounted  {ok: 

im  Locution  o{  occuM£jtccs 

3 Vesejuhe  the  situation,  include  wheAe  the  peASon  was  {ound,  who  {ound  the  ^ 

’•  «»  po«*tie  AUAcn  M-Hv  ^ (««•"  m«lvud: 


MffnncATious 


7.  rHASE  maU  an  uitey  Xu  the  p«wg«AA  iw<e  Aection  o{  the  pcMon'A  Aewnd,  suawoKizena 
the  oeeuKKence* 

^ j.  FIEASE  ihe  JuiioKaation  *e  shiit  eeponZ,  < * 


3.  fete  the  completed  {oem  in  the  IhUt  CommuUeat*on  Book. 


SianatuKe  o{  pennon  eoaptetu^  iflom 


TitU 


BEST  COPY  AVAILABLE 
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Incident  ftl 


1 . During  shower  at  8PM 

2.  Bathroom 

4.  Scratched  self  and  reopened  bruise  on  forehead. 

7.  pressure  applied  to  stop  bleeding.  Betadine  applied  by  LPN. 
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Incident  #3 

s.T.E.p.s.  iKJinty  -jurEKVEKn^n^roaf 


Unitt, 


0<Ltet  l0~ 


^Pksj  jx  jtauRy 


7,  Tocne  the  injuJijy  otaiMjeji  ok  mi  iounix  S pPl  ^ ^ ^ 

S,  LoaUcon  oi  ^ 'poj"  f{ 


3.  Pefuon  uho  obicKved  ok  ^oujid  the  utjuKy: 


4.  VucKibt  the.  INJURV:  *$" 


Jtyr\^<tyiy 


5.  7£  thz  ■uijuAJj  wan  OBSEPyEP,  deicKibc  the.  lituatLon  and  cventi  tiadinQ  to  the.  AJijuKy:  ( 


i.  I£  tin  tnjuKy  wen  FOUhlP,  deicKibc  the  litnation:  (■  LLtuicul^  ^ 

0 (/ndiiniyu^  {Sn^  j 

UAJu^jJ  Cbn^AjM^  liJlP  ” 

7.  h^tzK  the  injuKy  oceuKKed  ok  wen  £ound,  deicKibe  edUL  ACTIONS  toLken:  medicoi/ iinit  eud 

^ ^A,  Vl 


^JAAaqy^^ 


FAJZT  12:  NAWEPlNGx  ' 

7.  lens^  0^  <tune  X/ie  peAAon  wu  un&ccotuited  ioKx 
2.  Location  oi  occuAKenaex 


3.  VeocKibe  the  lituationp  include  wheKt  the  peKion  wen  £ound,  who  £ound  the  peKion,  any 
e.venti  ok  ciKcwntancei,  cjiy  poiiible  Keaion  how/uiiy  the  ptKion  weinieKedi 


uonncAnoHx 

1m  PHASE  make  an  tntKy  in  the  paogKeu  note  aeetion  the  peKion'e 
the  eeeuKKen&e. 

2.  PLEASE  inetude  the  inioOMUtien  in  4hi.it  KepoKt. 

^3.  file  the  completed  ioK»  in  the  Unit  CommxuUeeU^n  too 


TitU 


216 
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, ^ijmanxz4jig 


/r>l  pd' 


Vote 


BEST  COPY  AVAILABLE 


Incident  #3 


1.  8PM  at  10/14/94 

2.  Doorway  of  individual's  bedroom.  "Pod"  A 

4.  no  noted  injury 

6.  Heard  unusual  yelling  coming  from  Pod  A.  OA  individual  found  lying  on  back  (continued 
yelling;  angrily)  in  what  appeared  to  be  urine  and/or  H20. 

7.  Individual  was  checked  out  --  when  asked  was  she  ok,  she  replied:  "yes! " She  was  three 
person  assisted  from  floor  — whereas  she  ambulated  to  bed  with  one  person  assist  with  no 
c/o  pain  of  any  sort.  No  med.  intervention  required. 

x-rays  10/15  and  10/17  — all  reg. 
alarm  monitor  at  bedside 


Notification 

3.  questionable  right  ankle  fracture.  F/u  on  Monday  if  unimproved. 
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incident  !fH 


S.T.E.P.5.  ItaURY  -INTERVEmON  FORM 

C--.  - . UnUt 

^ FART  Ij  IkJUKy 

7.  Tine  thg.  injtviy' ocavuiek  ok  uxu  {pond: 

2.  Location  o£  oceue^efice: 


Vatzi^  7//7n 


?j_ 


2_ 


3.  TtJLion  uho  obiCAvzd  oe  £ound  the.  injuJuft  ^ 

4,  VticKtbe  the  HaURYs  ^rl^ll  A 7^^  ^ \s  Lu/c/«  J^ 


5.  I£  2fce  tnjuKy  weu  OBSERVEP,  descKcbe  the  situation  and  events  teading  to  the  -cn/aty; 


6,  Ji  the  tn/uKjf  lou  fOUhID,  ducJuhe  the  eiXuatloni 


7.  A^eA  the  injuKiy  occuKKed  ok  wen  iotxnd,  deacKibe  att  ACTIONS  tahai:  medlcatUi>ut  old 
tntZKvexUono,  notiiieationo,  othenet  ^ ^,c/ 


C 


FART  III  WANDERING:  * 

7.  Length  o£  time  the  peneon  uoi  unaecounted  {ok: 

2.  Location  o{  oceuKKence: 

■5«  VeiCKibe  the  e<tuatKonf  enetude  wheKe  the  pexAon  woe  {oundf  uho  {ound  the  peKSon,  any 
eelated  evente  ok  ctAcumitanceOf  any  poaeiJbte  Keaeon  houfwhy  the  peKoon  uandeKed: 


WnnCATlON: 

7«  Fl^ASE  make  an  tntey  in  the  pKogeeae  note  eeetion  oi  the  peJiAon*e  Kt&oKiL  eiumanizing 
the  eeeuMenee^ 

^ J«  PLEASE  include  the  inhumation  in  ehiit  eepont,  ^ * 

^ile  the  completed  ionm  in  the  Unit  CommuUeation  Soot.  ' ' ' 


j{  ptMon  completing  (oem 


ruu 


’7//7/17 

Vote 
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BEST  COPY  AVAILABLE 


Incident  #4 


1.  8P 

3.  Found  during  shower  by  right  wall 

4.  small  abrasion  top  of  right  shoulder 
7.  notified  RN  no  first  aid  needed 


I 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  31 

Necessary  Information  in  an  Incident  Report 
Job  Context:  Filling  Out  Incident  Reports 

Communication  Skills:  Following  Written  Directions;  Understanding  Categories  on  Forms; 
Filling  in  an  Incident  Report 

Objectives: 

• follow  directions  on  an  Incident  Report 

• review  categories  on  an  Incident  Report 

• complete  an  Incident  Report  form 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 


This  unit  will  review  the  information  that  should  be  included  in  an  Incident  Report. 


Description  of  Videotape  Materials 


The  videotape  segment  for  this  unit  is  on  Videotape  It  is  labeled  Segment  11^  It 
begins  at  1:42:02  and  ends  at  1:44:24. 

Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  tf  and  Unit  # (Theme 
Area  4,  Unit  31).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

In  this  videotape  segment  Joe,  a Direct  Care  Worker,  is  talking  to  an  individual,  Robert, 
about  an  incident  that  Robert  observed. 

View  the  video  segment.  What  do  Joe  and  Robert  mention  that  are  important  to  include  in 
an  Incident  Report  form? 

View  the  video  segment  a second  time.  Add  to  your  list  anything  else  you  think  would  be 
important  to  put  on  an  Incident  Report  form. 

What  information  about  this  incident  is  missing?  Make  a list  of  anything  else  you  would 
want  to  know  about  this  incident  to  write  a complete  Incident  Report. 


Learning  Activity  2 

Turn  to  the  blank  Incident  Report  form  which  is  included  as  a supplement  to  this  section. 
Using  your  notes,  fill  in  any  information  you  know  about  this  incident. 

Now  circle,  on  the  Incident  form,  the  information  you  would  need  that  you  do  not  know 
from  the  videotape. 

Go  back  to  your  list  of  what  else  you  would  want  to  know  about  the  incident  to  write  a 
complete  Incident  Report.  How  many  of  the  items  that  you  listed  are  actually  required  on  an 
Incident  Report  form?  Put  a check  next  to  the  things  you  listed  that  are  needed  on  an  Incident 
Report  form. 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 

Send  bv  reenlar  mail 

• Your  notes  from  Learning  Activity  1 

• Your  Incident  Report  form  from  Learning  Activity  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


1.  AGENCY 

Form  OMR  147  (t) 

2.  FACILITY  NAME 

|3.  PROGRAM  TYPE 

REPORTABLE 

4.  FACILITY  AOORESS 

INCIDENT 

REPORTING  FORM 

l5.  PHONE 

1 ( ) 

6.  IS  this  A 1 □ Yes 

SERIOUS  ^ 

INCIOENT  2 □ No 

7.  INCIOENT  NUMBER 

A.  t a Be  COMPIETEQ  By.  STAFF;  OESICMATBS IH  AOENG TMUCr  : 


8.  CLIENTS  NAME  (Ust,  First) 


9.  AGE 

10.  SEX 

11.  CLIENT  1.0.  NO. 

1 Dm  2 Df 

12.  ADAPTIVE  BEHAVIOR  DEFICITS 
(X  Atl  Which  Apply) 

Moderate  Severe 
1 O 6 D Communication 

2D  7 D Independent  Living 

3D  8 D Learning 

4 D . 9 D Mobility 

5 D 10  D Seif  Direction 


DEVELOPMENTAL  DISABILITY 
1 □ MR  2 □ Mild  4 □ Severe 

3 Q Moderate  5 D Profound 

6 □ C.P. 

7 D Epilepsy 

8 O Autism 

9 n Neurological  impairment 

(Specify  in  435) 


13.  MEDICATION  REGIMEN  OF  CLIENT  (X  One  Only) 

1 □ None 

2 O Antibiotic  Only 

3 D Psychotropic  Only 

4 Q Antiepiieptic  Only 

5 Q Antibiotic- 

Psychotropic 


□ Antibiotic  Antiepiieptic 

O Psychotropic-Antiepileptic 

□ Psychtropic-Antiepiieptic- 

P- 1 Antibiotic 

^ Other 
D Missing 


14.  DATE  & TIME  OF  INCIDENT: 

1 D Observed  2 D Discovered 


Mo. 

Day 

Year 

Hour 

Min. 

D AM 

1 

1 

1 

i 

1 

D PM 

15.  Number  of  Clients  Present  at 
Time  of  Incident 

I I 


16.  Number  of  Employees  Present 
at  Time  of  Incident 


17.  CLASSIFICATION  OF  INCIDENT  (X  One) 

1 D Injury 

2 D Leave  Without  Consent 

3 D Death 

4 D Restraint 

5 D Medication  Error 

6 D Possible  Criminal  Act 

7 D Sensitive  Situation 


18.  Is  this  incident  also  a case  of  Suspected 
Client  abuse?  _ 

1 □ Yes 

2 □ No 

If  'yes’*  complete  reverse  side. 


19.  Was  this  a sudden  or  Unusual  Death? 
1 □ Yes 


2 □ No 


20.  CAUSES  OF  INCIDENT  (X  All  Which  Apply) 


1 □ Action  of  Client  (Sm  «?3] 

2 D Physical  Handicap 

3 Q Seizure/Fainting 

4 □ Fall 

5 Q Use  of  Restraint 

6 □ Actions  of  Other  Client 

7 D Actions  of  Employee 


8 Q Actions  of  Visitor 

9 O Intoxication 
10  n Drug  Misuse 

Hazardous  Conditions  on 
* ' U Facility  Property 

12  □ Inadequate  or 

P_  Inappropriate  Equip. 

13  U Unknown 

14  D Other  (Specify  in  #25) 


21.  LOCATION  OF  INCIOENT: 

1 ^ Indoors  2 D Outdoors 


22.  SPECIFIC  LOCATION 

1 n t-iving  Hoorn  3 O Kitchen  5 O Hallway  7 Q Dinmg  Room  9 O Recreation  Area/Room  11  O Unknown 

2 D Bedroom  * D Bathroom  6 Dstaircase  B D Program  Room  lO  D OM  Facility  Property  12  D Other  (Specify  in  25) 


23.  CLIENTS  ACTIONS  (X  One  Only 
in  Item  20  was  mariced) 

1 D Self  Abusive 

2 D Assaultive 

3 D Provocative 

4 D Accidental 

5 D Other  (Specify  in  #25) 


if  Box  #1 


24.  WHAT  CORRECTIVE  OR  OTHER  ACTIONS  HAVE  BEEN  TAKEN? 

Other  (Explain): 


1 D Medical  Treatment 

2 □ Client  Relocated 

3 D Staff  Relocated 

4 Q Maintenance  Request 

5 □ Plan  Modification 

6 D Client  Observation 

7 Q Client  Supervision 


25.  DESCRIPTION  OF  INCIOENT:  If  report  is  completed  by  person  other  than  individual  with  first  knowledge  of  situation,  attach  written  report  of  that 

person,  and  reports  from  any  other  persons  involved.  (1)  Describe  incident,  and  include  address  if  different  from  2/4  or  26.  (2)  Give  names  of  witnesss 
and  others  involved.  (3)  Specify  first  aid  (if  given). 


(Continue  on  separate  sheet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  AOORESS  (If  different  than  #2  & 4 above) 


27.  DDSO 


28.  TYPE  3 Q SOICF  6 □ FC 

1 DsOCR  4 Q VOJCF  7 QOC 

2 DvOCR  S □ Other; 


29.  CLIENTS  PRESENT  LOCATION  (if  different  from  residence) 


30.  PRINT  NAME  OF  PERSON  COMPLETING  PART  A TITLE 


! SIGNATURE 


DATE 


31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW 


TITLE 


j SIGNATURE 


DATE 


■;  • PART-g  ->**Tcbe:;Cbwiff>6ted:by:OfeeciDF/Ch^0<;:Exectrft!wteOBh»ftAtlef^eeiew;-:- 


SIGNATURE 


DATE 


. 9ARTC«  To  J9eCot8plefed  Incident:  Review  CommBlae 


32.  Was  this  information  inaccurate  or  insufflaenf? 

1 D Yes  • If  “Yes".  Specify  on  attached  sheet 

2 □ No 


SIGNATURE 


DATE 
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BEST  COPY  AVAILABLE 


o 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  4 


Incident  Reports,  Part  Two 


UNIT  32 


Practice  Filling  Out  Incident  Reports 


Job  Context:  Filling  Out  Incident  Reports 

Communication  Skills:  Following  Written  Directions;  Understanding  Categories  on  Forms; 
Filling  in  an  Incident  Report 

Objectives: 

• follow  directions  on  an  Incident  Report 

• review  categories  on  Incident  Report 

• complete  an  Incident  Report  form 


• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

Now  we  will  put  together  all  the  elements  of  Incident  Reports  that  you  have  reviewed.  In 
this  unit  you  will  practice  filling  out  a complete  Incident  Report  form. 

Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  ff  and  Unit  ff  (Theme 
Area  4,  Unit  32).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Materials: 
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Learning  Activity  1 

In  the  Supplement  section  to  this  unit  are  descriptions  of  two  incidents  and  two  blank 
Incident  Report  forms. 

Read  the  written  description  for  the  first  incident.  On  your  looseleaf  paper  jot  down  any 
information  you  think  will  be  important  to  include  in  your  Incident  Report. 

Turn  to  a blank  Incident  Report  form.  Complete  the  Incident  Report  form  using  the 
information  provided  in  the  description.  Use  a made-up  name  for  the  individual.  If  you 
cannot  find  information  you  need  for  the  form  in  the  description,  leave  it  blank. 


Learning  Activity  2 

Read  the  written  description  for  the  second  incident.  On  your  looseleaf  paper  jot  down  any 
information  you  think  will  be  important  to  include  in  your  Incident  Report. 

Turn  to  a blank  Incident  Report  form.  Complete  the  Incident  Report  form  using  the 
information  provided  in  the  description.  Use  a made-up  name  for  the  individual.  If  you 
cannot  fmd  information  you  need  for  the  form  in  the  description,  leave  it  blank. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  from  Learning  Activities  1 and  2 

• Your  completed  Incident  Reports  from  Learning  Activities  1 and  2 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  4,  UNIT  32 


SUPPLEMENT 


INCIDENT  DESCRIPTIONS 
INCIDENT  REPORTING  FORMS 


INCIDENT  I 


r 


Facility  Name: 
Today  * s Date : 

Date  of  Incident: 


ABUSE/NEGLECT  INVESTIGATION  SUMMARY 
(CQC  30U) 


6/3/94 

2/1/94 


Name  of  Alleged  Victim: 


Facility  Contact  Person: 


Investigative  Findings:  (Reported  Abuse,  Confirmed) 


A call  was  received  from  the  director  of  day  program  that  Mr.  attends, 

indicating  that  he  possessed  two  derogatory  statements  about  Mr.  that  was  in 

this  individual's  wallet.  Mr.  is  a mildly  retarded  young  man,  who  has  speech 

and  hearing  impairments.  He  communicates  with  signs,  some  lip  reading,  and  gestxires, 
and  reportedly  has  some  reading  and  writing  skills.  The  notes  indicated  a rude 
response  to  Mr.  screaming,  including  the  directive  to  "shut-up". 


The  TTL's  preliminary  investigation  indicated  that  a review  of  the  wing  logs,  to 
determine  writing  similarity,  yielded  the  possibility  of  an  evening  shift  employee  as 
a potential  target. 

The  TTL  reported  that  he  spoke  with  staff  at  Mr . program  who  explained 

that  Mr.  '^^^^'Was  proudly  showing  the  notes  in  question  to  the  staff.  The  Com- 
mittee was  satisfied  that  Mr.  rights  were  not  violated.- 


In  addition,  a requested  assessment  indicated  that  Mr.  very  limited  reading 

s)cills,  and  does  not  understand  the  meaning  of  the  notes,  nor  is  he  clear  on  who 
gave  them  to  him. 

During  the  subsequent  investigation,  a^lfl^staff  person  did  admit  to  writing  the 
notes,  but  indicated  that  he  did  not  realize  what  he  wrote  constitutes  abuse.  Based 
on  the  findings  of  the  investigation,  abuse  was  subs_tantiated. 


Corrective/Preventive  Action: 

1.  The  targeted  staff  person  was  trained  on  proper  employee  conduct  and  whau  con- 
stitutes abuse,  and  retrained  on  the  implementation  of  behavior  goals  for  all  resi- 
dents on  his  assigned  wing. 


Disciplinary  Action: 

The  targeted  staff  person  received  &■  written  counseling. 
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BEST  COPY  AVAILABLE 


1.  AGENCY  

Form  OMR  147  (1) 

Z FACILITY  NAME 

j 3.  PROGRAM  TYPE 

REPORTABLE 

4.  FACILITY  ADDRESS 

INCIDENT 

REPORTING  FORM  ‘ 

•*•  . ...  . • • ■ . •. . . . . 

5.  PHONE 

( ) 

6.  IS  THIS  A 1 □ Yes  1 

SERIOUS  ^ 

7.  INCIDENT  NUMBER 

A;:taBgCQWPMTE{>:By:8TAF1g:QgSIC>to1]miWACEIiCYiya»C1^>:;!.;^:;^;:,^ 


8.  CLIENTS  NAME  (Last.  First) 


9.  AGE 


10.  SEX 

1 Dm 


□f 


11.  CLIENT  1.0.  NO. 


12.  ADAPTIVE  BEHAVIOR  DEFICITS 
(X  All  Which  Apply) 

Moderate  Severe 

1 O 6 Q Communication 

2 0 7 O Independent  Living 

3 O 8 O Learning 

4 • O . 9 O Mobility 

5 D 10  D Self  Direction 


DEVELOPMENTAL  DISABILITY 
1 O MR  2 D Mild  4 Q Severe 


3 D Moderate  5 Q Profound 


6 □ C.P. 

7 Q Epilepsy 

8 D Autism 

9 Q Neurological  Impairment 

(Specify  in  »35) 


13.  MEDICATION  REGIMEN  OF  CLIENT  (X  One  Only) 

1 □ None  6 

2 D Antibiotic  Only  7 

3 D Psychotropic  Only  8 

4 □ Antiepileptic  Only  3 

5 Q Antibiotic*  iq 

Psychotropic 


Q Antibiotic  Antiepileptic 
D Psychotropic- Antiepileptic 
□ Psych  tropic- Antiepileptic- 

□ Antibiotic 

Other 

Q Missing 


14.  DATE  A TIME  OF  INCIDENT: 

1 Q Observed  2 Q Discovered 


Mo. 

Day 

Year 

Hour 

Min. 

□ AM 

1 

1 

! 

1 

1 

D PM 

Time  of  Incident 


16.  Number  of  Employees  Present 
at  Time  of  incident 


17.  CLASSIFICATION  OF  INCIDENT  (X  One) 

1 Q Injury 

2 D Leave  Without  Consent 

3 □ Death 

4 D Restraint 

5 D Medication  Error 

6 D Possible  Criminal  Act 

7 Q Sensitive  Situation 


Client  abuse? 


□ Yes 

□ No 


If  "yes'*  complete  reverse  side. 


19.  Was  this  a sudden  or  Unusual  Death? 

1 □ Yes 

2 □ No 


20.  CAUSES  OF  INCIDENT  (X  All  Which  Apply) 


1 D Action  of  Client  (See  «23) 

2 D Physical  Handicap 

3 Q Seizure/Fainting 

4 □ Fail 

5 D Use  of  Restraint 

6 □ Actions  of  Other  Client 

7 Q Actions  of  Employee 


8 D Actions  of  Visitor 

9 D Intoxication 

10  □ Drug  Misuse 

PI  Hazardous  Conditions  on 
* * LJ  Facility  Property 

12  D Psulty,  Inadequate  or 
_ Inappropriate  Equip. 

13  U Unknown 

14  D Other  (Specify  in  #25) 


21.  LOCATION  OF  INCIDENT: 

1 O Indoors  2 ^ Outdoors 


22.  SPECIFIC  LOCATION 

1 O Uving  Room  3 Q Kitchen  5 O Hallway  7 Q Dining  Room  9 O Recreation  Area/Room 

2 Q Bedroom  4 O Bathroom  6 Q Staircase  8 O Program  Room  lO  O Off  Facility  Property 


11  O Unknown 

12  D Other  (Specify  in  2S) 


23.  CLIENTS  ACTIONS  (X  One  Only  if  Box  #1 
In  item  20  was  marked) 

1 D Self  Abusive 

2 D Assaultive 

3 D Provocative 

4 D Accidental 

5 D Other  (Specify  in  #25) 


24.  WHAT  CORRECTIVE  OR  OTHER  ACTIONS  HAVE  BEEN  TAKEN? 

Other  (Explain): 


1 D Medical  Treatment 

2 □ Client  Relocated 

3 Q Staff  Relocated 

4 D Maintenance  Request 

5 □ Plan  Modification 

6 Q Client  Observation 

7 Q Client  Supervision 


25.  DESCRIPTION  OF  INCIDENT:  If  report  is  completed  by  person  other  than  individual  with  first  knowled.ge  of  situation,  attach  written  report  of  that 

person,  and  reports  from  any  other  persons  involved.  (1)  Descnbe  incident,  and  include  address  if  different  from  2/4  or  26  (2)  Give  names  of  witnesss 
and  others  involved.  (3)  Specify  first  aid  (if  given). 


(Continue  on  separate  sheet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  ADDRESS  (If  different  than  #2  4 4 above) 

1 27.  DDSO 

1 

1 

28.  TYPE  3 □ SOICF  6 □ FC 

1 DsOCR  4 Q VOtCF  7 QOC 

2 DvOCR  5 □ Other: 

29.  clients  present  LOCATION  (if  dlttarent  from  residence) 

30.  PRINT  NAME  OF  PERSON  COMPLETING  PART  A 

TITLE  1 

1 

1 SIGNATURE 

1 

DATE 

31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW 

i 

j TITLE 

SIGNATURE 

DATE 

PARTS  ^TobeCoiiiptaM^^ikcthr/Chldf  Afler«o«tew 

SIGNATURE 

DATE 

• RARTC  -ToSeCotBpfBtedByRiotiicMewlRBvicFvCdntBBloat:  ‘ * 

32.  Was  tMs  intormation  inaccurate  or  inauffIcienC? 

1 D Yes  - If  -Yes'*.  Specify  on  attached  sheet 

2 ONo 

; SIGNATURE 

» 

1 

1 

DATE 
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BEST  COPY  AVAILABLE 


1.  AGENCY 


2.  FACILITY  NAME 


4.  FACILITY  AOORESS 


3.  PROGRAM  TYPE 


S.  PHONE 


( ) 


ALLEGATION 

Form  OMR  147  (A) 

OF 

CLIENT  ABUSE 

6.  Wat  tha  Ravaraa  _ 

tide  of  tMa  1 □ Yes 

lorm  cocnplotetf?  2 □ No 

7.  Was  an  OMR.147(l)  previously  Iliad  that 
ralatas  to  this  ailagaUonT  t q ves  2 □ No 

Incident  r)o. 

ATO  8ECOHFLgTEPgy5T*iy  3t&T>fflRTMAN  WTNeSSU  AS  fieSKW ATED  IN  ACEWCY  PC3DC Y 


' « CLIENTS  NAME  (LjsL  First) 


9.  AGE 


10.  SEX 

1 Dm 


□f 


11.  Alltoatton  Reference  No. 


12.  AOAPTIVE  BEHAVIOR  DEFICITS 
(X  AH  Which  Apply) 

Moderate  Severe 

1 D 6 Q Communication 

2 0 7 0 Independent  Living 

3 O 8 O Learning 

4 0 9 □ Mobility 

5 O 10  O Seif  Direction 


DEVELOPMENTAL  DISABILITY 
1 O MR  2 O Mild  4 Q Severe 

3 □ Moderate  5 □ Profound 


□ C.P. 

O Epilepsy 
O Autism 

Q Neurological  Impairment 


13.  MEDICATION  REGIMEN  OF  CLIENT  (X  One  Only) 


1 O None 

2 O Antibiotic  Only 

3 O Psychotropic  Only 

4 Q Antiepileptic  Only 

5 O Antibiotic- 

Psychotropic 


O Antibiotic  Antiepiieptic 
O Psychotropic-Antiepiieptic 
Q Psychtropic*Antleptieptic- 

□ Antibiotic 

Other 

^ Missing 


14.  DATE  & TIME  OF  ALLEGED  ABUSE 


Ma 

Day 

Year  I Hour 

Min. 

1 

1 

1 1 1 

1 

□ AM 

□ PM 

15o  n 

1 lJ  ObMrvtd  2 Oolscoverod 

'6  WAS  allegation  MADE  BY 
□ Client 


O  Employee 
O Volunteer 
O Parent 
O Guardian 

D Correspondent  (if  other  than  parent  or  guardian) 
O Visitor 

D Other  (describe) 


□ Client 
O Employee 
Q Volunteer 
D Parent 
O Guardian 

D Correspondent  (If  other  than  parent  or  guardian) 
Q Visitor 
O Unknown 

Q Other  (describe) 


18.  PROBABLE  CLASSIFICATION  OF  ALLEGED  ABUSE  (X  the  one  that  most  closely  describes  the  alleged  situation) 


1 □ Physical  Abuse 

2 Q Sexual  Abuse  ' 

3 □ Psychological  Abuse 

4 Q Seclusion 

5 Q Unauthorized  or  inappropriate  Use  of  Restraint 

6 □ Unauthorized  or  inappropriate  Use  of  Aversive  Conditioning 

19.  BRIEFLY  DESCRIBE  THE  ALLEGATION  THAT  IS  UNDER  INVESTIGATION: 


7 O Unauthorized  or  Inappropriate  Use  of  Time-out 

8 □ Violation  of  a Clients  Civil  Rights 

9 Q Mistreatment 
10  Q Neglect 


^ CUENT S RESIDENTIAL  AOORESS  (If  different  than  « 2 A 4 above) 

21.  OOSO 

22.  TYPE  3 □ S01CF  8 □ FC 

1 DsOCR  4 □ VOICF  7 □ OC 

2 DvOCR  S □ Othor 

XJ.  5 KHCseisT  LOCATION  (If  different  from  residence) 

24.  PRINT  NAME  OF  PERSON  COMPLETING  FORM 

TITLE 

SIGNATURE 

DATE 

25.  PRINT  NAME  OF  PERSON  REVIEWING  FORM/ 
SITUATION 

TITLE 

SIGNATURE 

DATE 
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BEST  COPY  AVAILABLE 


INCIDENT  2 


INCIDENT  REVIEW  COMMITTEE  January  4.  1995  PG . A2 

I 

UNIT:j^|^ OLD  BUSINESS NEW  BUSINESS  X 

REPORTABLE  SERIOUS  REPORTABLE  ALLEGATION  OF  ABUSE  X 

NAME:_2JirtL.2^^ CLASS NON-CLASS  

DATE;  12/27/?4  TYPE;  Alleged  Neglect INC.  #:41291004 


SUMMARY: 

♦ 

At  7; 30  AM,  a developmental  aide  wrote  a nursing  note  that 
Mr.  was  found  with  a missing  front  tooth,  scratches  on 

his  face,  and  a swollen  nose.  This  employee  spoke  to  the  Day  and 
Evening  supervisors  at  3:00  PH.  she  was  directed  to  write  an 
incident  report  which  she  did  at  this  time.  At  3:50  PM,  the 
incident  report  was  brought  to  the  nurse.  A doctor  notes  that, 
at  4; 30  PM,  Mr.  was  examined  and  recent  superficial 

scratches  were  seen  on  his  face  and  nose.  In  addition,  a left 
upper  incisor  was  noted  missing,  with  no  bleeding  observed.  Mr. 

was  referred  for  dentel  examination.  As  there  appeared 
to'  be  a delay  ih  obtaining  meii^cal  care  and  reporting  the  missing 
tooth,  an  allegation  of  neglect  was  established.  

The  preliminary  investigation  indicated  that  Hr. 
had  three  seizxires  from  12/23  to  12/24/94  while  on  home  leave. 

His  primary  physician  advised  the  mother  to  bring  him  back  to  the 
facility,  and  on  12/24/94  Mr.  was-  returned  and  taken  to 

■the  emergency  room  for  evaluation  of  his  seizure  activity.  Ke 
was  also  seen  by  -the  facility  neurologist  on_ 12/27/94  to  evaluate 
-the  same.  In  addition,  on  12/27/94,  Mr.  was  again  sent 

to  the  emergency  room  because  <bf  a swollen  toe  which  proved  not 
to  be  fractured. 

Mr.  was  very  agi-tated  and  had  a number  of  medical 

examinations  during  the  day  shift  of  12/27/94.  However,  he  was 
not  seen  for  -the  missing  tooth  until  4;  00  PM.  The  nxirse  on  the 
day  shift  of  12/27/94  was  not  aware  of  the  incident  on  12/27/94, 
as  -it  was  stibmitted  after  her  shift  ended.  The  evening  shift 
nurse  was  aware  that  the  doctor  scheduled  Mr.  to  be 

seen  by  -the  dentist  on  12/28/911  for  the  missing  too-th. 

The  dentist  reported  a fracture  of  upper  left  lateral 
incisor  tooth  #10  to  gingival  line,  with  no  pulp  or  nerve 
exposure.  Mr.  was  noted  to  be  asymptomatic,  had  no 

swelling  or  infection,  and  was  pain  free.  He  requires  further 
treatment  for  prosthetic  replacement.  The  dentist  conjectured 
that  -the  probable  cause  of  injury  was  due  to  a possible  fall, 
resulting  in  his  hitting  a narrow  object  -that  only  s-truck  tooth 
#10,  causing  only  a coronal  fracture. 

The  developmental  aide  re^rted  -that  she  noticed  the  missing 
tob-th  emd  facial  scratches,  upon  doing  morning  ADL  activities 
with  Mr.  When  she  went  to  look  at  the  ntirses'  notes 

to  see  if  there  was  amy  information  sibout  -this,  she  noted  -that 
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there  wasn't  any.  She  then  wrote  a note  about  what  she  had 
found.  She  stated  that  she  intended  to  notify  her  supervisor, 
but  Mr.  then  became  agitated,  striking  objects  in  his 

surroundings  and  screaming . ' He  '^hit  the  clock  and  sustained  a 
small  cut  on  his  the  third,  finger  of  his  right  hcind  for  which  he 
received  First  Aid.  In  the  confusion,  she  admits  that  she  forget 
cUeout  the  missing  tooth.  As  there  was  no  swelling  or  bleeding, 
she  thought  that  it  was  not  a new  affliction.  She  asked  another 
staff  member  about  it,  but  she  )mew  nothing  about  it.  When  the 
evening  shift  staff  arrived,  they  noted  the  missing  tooth  and'  • 
that's  when  she  notified  her  supervisor,  who  told  her  to  complete 
an  incident  report  form. 

The  TTL  noted  that  Mr.  fell  on  12/26/94  at  which 

time  he  night  have  sustained  the  injury  to  his  tooth.  It  was 
also  noted  that  the  injury  nay  have  occiirred  during  one  of  tha 
episodes  of  seizure  activity. 

Corrective  actions  taken  ihclude  follow-up  on  seizure 
control,  and  continuing  implementation  of  behavior  plans  for 
assault,  self  eibuse,  and  non-coiapliance . 

The  preliminary-  investigation  report  was  forweerded  to 
.Personnel  for  further  investigation,  including  the  role  of  tha 
mid-level  supervisors  in  the  delay  in  reporting  and  treating  Mr. 
Zellinger's  missing  tooth.  i, 


The  IRC  requests  documentation  of  the  nurse's  notes  and 
results  of  the  final  investigation,  including  the  role  of  the 
mid-level  supervisors  in  the  delay  in  reporting  and  treating  Mr. 
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's  missing  tooth 


DISPOSITION;  OPEN  CLbSED 


SUBSTANTIATED 


INCONCLUSIVE 


DISCJ^ISMED 
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1.  AGENCY 

Form  OMR  147  (1) 

2.  FACILITY  NAME 

:3.  PROGRAM  TYPE 

REPORTABLE 

4.  FACILITY  ADDRESS 

INCIDENT 

REPORTING  FORM  ‘ 

1 5.  PHONE 

I ( ) 

6.  IS  THIS  A 1 Q Yes 

SERIOUS  Zt 

INCIDENT  2 U No 

7.  incident  number 

A.. TO  Be  CO«ffPi.ETEO  BJ  STAFF  ilSS16MATS>  tfi AGENCY  POLICY 


8.  CLIENTS  NAME  (Last.  First) 


9.  AGE 


11.  CUENT  LO.  NO. 


ia  SEX 

1 Dm  2 

13.  MEDICATION  REGIMEN  OF  CLIENT  (X  One  Only) 


12.  ADAPTIVE  BEHAVIOR  DEFICITS 
(X  Ail  Whtcn  Apply) 

Moderate  Severe 

1 O 6 G Communication 

2 G 7 G Independent  Living 

3 G 8 G Learning 

4 G , 9 G Mobility 

5 G 10  G Self  Direction 


DEVELOPMENTAL  DISABILITY 
1 □ MR  2 □ Mild  4 □ Severe 

3 O Moderate  5 Q Profound 


6 □ C.P. 

7 □ Epilepsy 

8 G Autism 

9 G Neurological  Impairment 

(Specify  in  #35) 


□ None 

O Antibiotic  Only 

□ Psychotropic  Only 
G Antiepileptic  Only 
G Antibiotic- 

Psychotropic 


6 G Antibiotic  Antiepileptic  - 

7 G Psychotropic-Antiepileptic 

8 G Psychtropic-Antiepileptic- 

. „ Antibiotic 

9 □ Other 
^0  G Missing 


14.  DATE  A TIME  OF  INCIDENT: 

1 G Observed  2 G Discovered 


Mo. 

Day 

Year 

Hour 

Min. 

G am 

15.  Number  of  Clients  Present  at 

1 

1 

1 

1 

1 

G PM 

Time  of  Incident  ^ ^ 

16.  Number  of  Employees  Present 
at  Time  of  incident 


17.  CLASSIFICATION  OF  INCIDENT  (X  One) 

1 G Injury 

2 G Leave  without  Consent 

3 G Death 

4 G Restraint 

5 G Medication  Error 

6 G Possible  Criminal  Act 

7 G Sensitive  Situation 


18.  Is  this  Incident  also  a case  of  Suspected 
Client  abuse?  _ 

1 G Yes 

2 G No 

If  "yes”  complete  reverse  side. 


19.  Was  this  a sudden  or  Unusual  Death? 


G Yes 
G No 


20.  CAUSES  OF  INCIDENT  (X  All  Which  Apply) 


1 

G Action  of  Client  (Seevzsi 

8 

G 

2 

G Physical  Handicap 

9 

G 

3 

G Seizure/Fainting 

10 

G 

4 

G Fall 

11 

G 

5 

G Use  of  Restraint 

12 

n 

6 

G Actions  of  Other  Client 

LJ 

7 

G Actions  of  Employee 

13 

G 

14 

G 

Hazardous  Conditions  on 
Facility  Property 
Faulty.  Inadequate  or 
Inappropriate  Equip. 
Unknown 


21.  LOCATION  OF  INCIDENT: 

1 G Indoors  2 G Outdoors 


22.  SPECIFIC  LOCATION 

1 G Living  Room  3 G Kilcnen  5 G Hallway 

2 G Bedroom  4 G Bathroom  6 G Staircase 


7 G Oining  Room  9 G Recreation  Area/Room  11  G Unknown 

8 G Program  Room  10  G Off  Facility  Prooeny  12  G Other  (Specify  in  2S) 


23.  CLIENTS  ACTIONS  (X  One  Only  If  Box  #1 
In  Item  20  was  martced) 

1 G Self  Abusive 

2 G Assaultive 

3 G Provocative 

4 G Accidental 

5 G Other  (Specify  in  #25) 


24.  WHAT  CORRECTIVE  OR  OTHER  ACTIONS  HAVE  BEEN  TAKEN? 

Other  (Explain): 


1 G Medical  Treatment 

2 G Client  Relocated 

3 G Staff  Relocated 

4 G Maintenance  Request 

5 G Plan  Modification 

6 G Client  Observation 

7 G Client  Supervision 


25.  DESCRIPTION  OF  INCIDENT:  if  report  is  completed  by  person  other  than  individual  with  first  knowledge  of  situation,  attach  written  report  of  that 

person,  and  reports  from  any  other  persons  involved.  (1)  Describe  incident,  and  include  address  if  different  from  2/4  or  26.  (2)  Give  names  of  witnesss 
and  others  involved.  (3)  Specify  first  aid  (if  given). 


(Continue  on  separate  sheet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  ADDRESS  (If  different  than  #2  A 4 above) 


27.  DOSO 


28.  TYPE  3 □ SOICF  6 G 

1 GsOCfl  4 Q VOICF  7 QOC 

2 GvOCR  5 G Omer 


29.  CLIENTS  PRESENT  LOCATION  (If  different  from  residence) 


30.  PRINT  NAME  OF  PERSON  COMPLETING  PART  A TITLE 


I SIGNATURE 


DATE 


31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW  TITLE 


I SIGNATURE 


I DATE 


I 


SIGNATURE 


DATE 


PART  ToSoCompfofed  By  pte  moldewt  Revfey  Commfflee 


32.  Was  this  information  inaccurate  or  insufficient? 

1 G Yes  - If  **Yes“.  Specify  on  attached  sheet 

2 GNO 


I SIGNATURE 


DATE 
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1.  AGENCY — 

Form  OMR  147  (A> 

ALLEGATION 

OF 

CLIENT  ABUSE 

L FACiLiYT  NAME  1 3,  PROGRAM  TYPE 

1 

4.  FACILITY  ADDRESS  " 5 rhONE” 

( ) 

6.  Was  the  Raversa  _ 
iida  of  this  t Q Yes 

form  corapfatad?  j Q 

7.  Was  an  OMR*  147(1)  pravtousty  lilad  that 
ralataa  to  this  ailagatlon?  i q yes  2 Q No 

Incident  No. 

9.  AGE 

10.  SEX 

u. 

G 

M 

s 

G 

11.  Allegation  Reference  No. 


12.  adaptive  behavior  deficits 

(X  All  Which  Apply) 

Moderate  Severe 

1 Q 6 D Communication 

2 ^ 7 Q Independent  Living 

3 O 8 O Learning 

4 □ 9 □ Mobility 

5 O 1 0 Q Self  Direction 


DEVELOPMENTAL  DISABILITY 
1 Q MR  2 n Mild  4 Q Severe 

3 Q Moderate  5 Q Profound 

6 iiiic.p.  

7 Q Epilepsy 

8 □ Autism 

9 □ Neurological  Impairment 


(Specify  in  #35) 

Mo. 


13.  MEDICATION  REGIMEN  OF  CUENT  (X  One  Only) 

1 □ None 

2 G Antibiotic  Only 

3 □ Psychotropic  Only 

4 G Antiepileptic  Only 

5 G Antibiotic- 

Psychotropic 


G Antibiotic  Antiepileptic 
G Psychotropic- Antiepileptic 
G Psychtropic-Antiepileptic- 

□ Antibiotic 

Other 

^ Missing 


Oay 


Year 


Min. 


15. 


1 G Observed  2 Goiscovered 


16.  WAS  ALLEGATION  MADE  BY 
O Client 


Q Employee 
O Volunteer 
O Parent 
Q Guardian 

Q Correspondent  (if  other  than  parent  or  guardian) 
O Visitor 

n Other  (describe) 


17.  IS  THE  SUBJECT  OF  THE  INVEST 


GAT10N 


1 G Client 

2 G Employee 

3 G Volunteer 

4 G Parent 

5 G Guardian 

6 G Correspondent  (if  other  than  parent  or  guardian) 

7 G Visitor 

8 G Unknown 

9 G Other  (describe) 


18.  PROBABLE  CLASSIFICATION  OF  AU.EGEO  ABUSE  (X  the  on«  that  moM  doLy  dewflbM  in«  allegad  iliuallon) 

G Physical  Abuse 
G Sexual  Abuse 
G Psychological  Abuse 
G Seclusion 

G Unauthorized  or  Inappropriate  Use  of  Restraint 
G Unauthorized  or  Inappropriate  Use  of  Aversive  Conditioning 

19.  BRIEFLY  DESCRIBE  THE  ALLEGATION  THAT  IS  UNDER  INVESTIGATION: 


7 

8 
9 

10 


G Unauthorized  or  Inappropriate  Use  of  Time-out 
G Violation  of  a Client's  Civil  Rights 
G Mistreatment 
G Neglect 


20.  CUENTS  RESIDENTIAL  ADDRESS  (if  diHerent  than  #254  above) 


21.  DDSO 


22.  TYPE  3 Q soiCF  6 G FC 

1 GsoCr  4 Q VOfCF  7 □ DC 

2 GvOCP  5 □ Other 


23.  CLIENTS  PRESENT  LOCATION  (If  dtRefent  from  residence) 


TITLE 


SIGNATURE 


DATE 


25.  PRINT  NAME  OF  PERSON  REVIEWING  FORM/ 
SITUATION 


TITLE 


SIGNATURE 


DATE 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  33 

Completing  Client  Abuse  Forms 


Job  Context:  Filling  Out  Allegation  of  Client  Abuse  Forms 

Communication  Skills:  Following  Written  Directions;  Understanding  Categories  on  Forms; 
Reading  Comprehension;  Filling  in  an  Incident  Report 

Objectives: 

• follow  directions  on  a Client  Abuse  form 

• review  categories  on  a Client  Abuse  form 

• review  written  material  on  an  Allegation  of  Client  Abuse 

• complete  a Client  Abuse  form 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  practice  completing  an  Allegation  of  Client  Abuse  form  147(A).  You 
will  need  to  think  about  selecting  the  information  that  will  be  needed  for  preparing  a Client 
Abuse  Form. 


o.  rr  O 
O o 
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Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  4,  Unit  33).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

As  a supplement  to  this  unit  is  a description  of  an  allegation  of  physical  and  psychological 
abuse  and  a blank  Allegation  of  Client  Abuse  form,  147(A). 

Read  the  written  description  for  the  allegation  of  abuse.  On  your  looseleaf  paper  jot  down 
any  information  you  think  will  be  important  to  include  in  your  report. 

Turn  to  a blank  Client  Abuse  form.  Complete  this  form  using  the  information  provided  in 
the  description.  Use  a made-up  name  for  the  individual.  If  you  cannot  find  information  you 
need  for  the  form  in  the  description,  leave  it  blank. 


Learning  Activity  2 

Send  an  e-mail  message  to  your  Instructor  with  any  questions  you  may  have  about 
completing  Incident  Report  forms  and  Allegation  of  Client  Abuse  forms.  Let  him  or  her  know 
how  you  are  doing  so  far. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  notes  for  Learning  Activity  1 

• Your  completed  Client  Abuse  form  from  Learning  Activity  1 
Send  by  e-mail 

• Your  questions  and  comments  about  Incident  Report  forms 


O 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or 
you  may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour 
I session  is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Thenie  Area  4,  Unit 


TO: 


FROM: 

DATE: 


9/19/94 


ALLEGATION  OF  PHYSICAL  & 


PSYCHOLOGICAL  ABUSE  - 


is  a 33  year  old,  verbal,  moderately,  retarded  man  with  a 
secondary  dlaRnosis  of  Schizophrenia,  Undifferentiated  and  Pervasive 
Developmental  Disorder.  dMiBb  is  nervous,  feariui  and  agiLaLed  most  o£ 
the  time.  He  whines  about  his  problems,  often  annears  naranoid  and  can 
be  assaultive  to  others. 


On  9/19/94  tel«^pbaa^^  this  writer  and  alleged  that  while 

.visiting  on  9/18/94-^|P^aileged  that^^^H^BH^^Bto  D*A. 

hit  him  on  the  head  the  prroT  evening  and  D.A.  called 

him  a '*bastard''# 


A physical  examination  was  completed  and  revealed  no  head  injury. 

Upon  interviewing  thc(  psychologist  found  that  his 

statements/allegations  change  and  he  frequently  states  "I  don't 
remember".  The  psychologist  found  JiHpn  allegation  of  physical  abuse  ' 
not  credible  and  the  allegation  of.  verbal  abuse  may  be  credible. 


Staff  statements  did  not  support  ' either  allegation.  Staff  were  not 
witness  to  any  physical  or  verbal  abuse.  It  should  also  be  noted  that 
D.A.  was  not  on  duty  Saturday  evening. 

In  conclusion,  physical  and  verbal • abuse  could  not  be  substantiated  as 
(1)  statement  lacks  credibility,  (2)  there  are  no  witnesses  to 

support  this  allegation  and  (3)  no  physical  injury  to  is 

nn  iinrolinblo  informiint  nnd  tends  to  porsnvornto  nbout  al)tiflnfl  by  staff 
and  ocher  individuals* 


inanediate  Preventlye/Cprrecti^ 

1.  Both  employees  were  removed  from  A— Wing  perking  D.D.D.S.  review  of 
preliminary  invescigtion. 

2.  Psychologist  provides  counseling  to  ^o  develop  coping  and 

interpersonal  skills* 

3.  Psychiatrist  and  treatment  team  continue  to  monitor  medication 

rpglmon*  hns  hoon  Improving;  evidenced  by  decrensed  npltncion. 
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1.  agency 


Z FACILITY  NAME 


13.  PROGRAM  TYPE 


4.  FACILITY  ADDRESS 


5.  PHONE 


( ) 


ALLEGATION 

OF 

CLIENT  ABUSE 


Form  OMR  147  /A) 


6.  Was  lha  Ravarsa 
tlda  Qt  this  1 □ Yes 

form  eompialafl?  2 Q No 


7.  Was  an  OMR*  147(1)  pravlously  tllad  that 
ralatas  to  this  aliagauon?  ^ q 2 □ No 

Incident  No. 


A^.TO  SeCOMFUnrED  BY  STAFF.tOTHEft 

i 

■m 

i 

pE«GNA7EO:)N:A^N(^ 

•pofucy: 

8.  CLIENTS  NAME  (LasL  First) 

9.  AGE 

10.  SEX 

1 Gm  2 Of 

11.  Allegation  Reference  No. 

(X  All  Which  Apply) 
Moderate  Severe 
1 □ 

2 □ 

3 □ 

4 □ 

5 □ 


6 CD  Communication 

7 CD  Independent  Living 

8 G Learning 

9 CD  Mobility 

10  CD  Self  Direction 


DEVELOPMENTAL  DISABILITY 
1 □ MR  2 □ Mild  4 □ Severe 
3 Q Moderate  5 CD  Profound 


6 □ C.P. 

7 □ Epilepsy 

8 G Autism 

9 n Neurological  Impairment 

(Specify  in  #35) 


13.  MEDICATION  REGIMEN  OF  CUENT  (X  One  Only) 


1 □ None 

2 G Antibiotic  Only 

3 G Psychotropic  Only 

4 G Antiepileptic  Only 

5 G Antibiotic- 

Psychotropic 


G Antibiotic  Antiepileptic 
G Psychotropic-Antiepileptic 
G Psychtropic-Antiepileptic- 
M Antibiotic 

U Other 
G Missing 


14.  DATE  A TIME  OF  ALLEGED  ABUSE 

Mo. 

Day 

Year 

Hour 

. Min. 

G AM 

i 

1 

1 

1 

1 

□ PM 

1 G Observed  2 Goiscevered 


16.  WAS  ALLEGATION  MADE  BY 


G Client 
G Employee 
G Volunteer 
G Parent 
G Guardian 

G Correspondent  (if  other  than  parent  or  guardian) 
G Visitor 

G Other  (describe) 


17.  IS  THE  SUBJECT  OF  THE  INVESTIGATION 


G Client 
G Employee 
G Volunteer 
G Parent 
G Guardian 

G Correspondent  (If  other  than  parent  or  guardian) 
G Visitor 
G Unknown 

G Other  (describe) 


18.  PROBABLE  CLASSIFICATION  OF  ALLEGED  ABUSE  (X  the  one  that  most  closely  describes  the  alleged  situation) 


1 G Physical  Abuse 

2 G Sexual  Abuse 

3 G Psychological  Abuse 

4 G Seclusion 

5 G Unauthorized  or  inappropriate  Use  of  Restraint 

6 G Unauthorized  or  Inappropriate  Use  of  Aversive  Conditioning 


7 G Unauthorized  or  Inappropriate  Use  of  Time-out 

8 G Violation  of  a Client's  Civil  Rights 

9 G Mistreatment 
10  G Neglect 


19.  BRIEFLY  DESCRIBE  THE  ALLEGATION  THAT  IS  UNDER  INVESTIGATION: 


2a  CUENTS  RESIDENTIAL  ADDRESS  (II  different  than  # 2 A 4 above) 


21.  DDSO 


22.  TYPE  3 □ SOICF  6 Q FC 

1 OSOCR  4 G VOlCF  7 □ DC 

2 GvOCR  S G Other 


23.  CUENTS  PRESENT  LOCATION  (It  dtHerent  from  resMence) 


24.  PRINT  NAME  OF  PERSON  COMPLETING  FORM  TTTLE 


SIGNATURE 


DATE 


2S.  PRINT  NAME  OF  PERSON  REVIEWING  FORM/  TITLE 
SITUATION 


SIGNATURE 


DATE 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  34 

Review  of  Incident  Reports 
Job  Context:  Writing  Incident  Reports 

Communication  Skills:  Following  Written  Directions;  Understanding  Categories  on  Forms; 
Reading  Comprehension;  Writing  Descriptions  of  Incidents 

Objectives: 

• review  categories  on  incident  report 

• review  written  material  on  incident  reports 

• practice  skimming  and  scanning 

• use  regulations  as  reference  material 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  and  Unit  35  you  will  review  all  the  material  you  have  covered  on  Incident 
Reports. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  if  and  Unit  if  (Theme 
Area  4,  Unit  34).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity 


As  a Supplement  to  this  section  are  descriptions  of  two  incidents.  Read  each  incident  and 
answer  the  questions  that  follow.  You  will  have  to  refer  to  some  of  the  regulations  on  incident 
reporting  that  you  read  in  previous  units  to  answer  many  of  the  questions. 

Use  e-mail  when  completing  this  Learning  Activity.  Head  each  group  of  questions  with 
the  number  of  the  incident  they  refer  to  (Incident  1,  Incident  2,  etc.).  Address  your  e-mail 
message  to  your  Instructor. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• Your  answers  to  the  questions  for  Incident  and  Incident  #2 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  4,  UNIT  34 


Supplement 


• INCIDENT#! 

Ms.  Mary  Doe  is  28  years  old,  functioning  in  the  profound  range  of  mental  retardation.  She  is 
confined  to  a wheelchair  and  relies  on  the  residential  staff  to  assist  her  with  all  aspects  of  daily 
living,  due  to  her  physical  limitations.  Mary  is  essentially  non-verbal  but  will  cry  or  elicit 
noises  when  she  is  uncomfortable  or  in  distress.  Mary  participates  in  an  outside  day  program 
which  she  regularly  attends  Monday  through  Friday.  This  past  week  Mary  returned  from  the 
program  on  Friday,  April  21  without  incident.  On  Friday  evening,  staff  indicated  that  her 
wheelchair  was  difficult  to  move.  Her  weekend  was  relatively  quiet.  She  participated  in 
routine  wing  activities  including  meals,  ADL  related  training,  and  passive  recreational 
activities  on  the  unit.  Mary  did  not  attend  any  community  outings,  special  events,  or 
recreational  trips. 

On  the  evening  of  Sunday,  April  23,  while  she  was  being  prepared  for  her  evening  shower, 
her  assigned  staff  noticed  that  her  left  arm  and  elbow  were  discolored  and  swollen.  She  was 
seen  by  the  physician  on  duty  and  subsequently  referred  to  the  emergency  room  for  an  x-ray. 
The  x-ray  revealed  that  Mary's  left  arm  was  fractured. 


1 . What  classification  of  incident  is  this?  (See  Unit  19) 

2.  What  additional  information  is  needed,  if  any,  to  complete  an  Incident  Report? 
(Refer  to  the  blank  copy  of  an  Incident  Report  on  the  next  page.) 

3 . What  procedure  should  the  staff  who  observes  or  discovers  the  incident  follow? 

(See  Unit  19) 

4.  Write  a description  of  this  incident  as  you  would  for  Item  #25  of  an  Incident  Report. 
(You  completed  a similar  activity  for  Unit  30.) 


• INCroENT#2 


On  Monday  evening,  you  report  for  work  to  your  regularly  assigned  unit.  Assigned  to  the  unit 
are  three  other  Developmental  Aides  and  a mid-level  Supervisor.  Two  of  the  Developmental 
Aides,  Jane  and  John,  have  worked  regularly  on  the  unit  with  you  for  the  past  eight  years. 

The  third  DA,  Sandra,  was  floated  from  another  unit  via  Clinical  Control  to  help  cover  the 
shift. 

The  evening  is  relatively  quiet.  The  clients  engage  in  dining,  recreational  activities,  and 
prepare  for  their  bedtime.  At  approximately  8:30  PM,  client  Jack  Doe,  who  is  assigned  to 
Jane's  group,  approaches  you,  stating  that  while  he  was  showering,  "the  lady"  hit  him  on  the 
head  with  the  shower  hose.  You  check  his  head  to  find  what  appears  to  be  a fresh  cut. 


1.  What  classification  of  incident  is  this?  (See  Unit  19) 

2.  What  additional  information  is  needed,  if  any,  to  complete  an  Incident  Report? 
(Refer  to  the  blank  copy  of  an  Incident  Report  on  the  next  page.) 

3.  What  procedure  should  the  staff  who  observes  or  discovers  the  incident  follow? 

(See  Unit  19) 

4.  Write  a description  of  this  incident  as  you  would  for  Item  #25  of  an  Incident  Report. 
(You  completed  a similar  activity  for  Unit  30.) 
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AGENCY 

zTfaciuty  name 


rOrm  OMR  147  (!) 


2.  PROGRAM  TYPE 


REPORTABLE 


4.  FACILITY  address 

INCIDENT  REPORTING  FORM 

. S.  PHONE 

; ( ) 

6.  IS  THIS  A n YM 

SERIOUS  ^ 

INCIDENT  2 U No 

r.  INCIDENT  NUMBER 

A.  T a COMPLETER:  B:Y;STAIPp;:a6SI6NA7E&  Hi ACENfCT PCIUCT*- 

8.  CLIENTS  NAME  (Last.  First)  : 9.  aGE  | 

! 1 

|1<LSEX  i11.  CUENT  i.D.  NO. 

1 Gm  2 Qf  ! 

12.  ADAPTIVE  BEHAVIOR  DEFICITS 
(X  All  Whicn  Aooiy) 

Moderate  Severe 

1 O 6 Q Communication 

2 O 7 D Inoeoenoent  Living 

3 O 3 D Learning 

O 9 O Mooiiity 

5 Q 10  Q Self  Direction 


3 O Moderate  S O Profound 


I DEVELOPMENTAL  DISABILITY 
I 1 □ MR  2 □ Mild  4 □ Severe 

I 

1 6 ac-p. 

I 7 □ Eoileosy 

I 8 Q Autism 

I 9 n Neurological  Impairment 

! (Soecify  in  435) 


13.  MEDICATION  REGIMEN  OF  CUENT  (X  One  Only) 

1 D None 

2 G Antibiotic  Only 

3 Q Psycnotrooic  Only 

4 G Antieoileotic  Only 

5 G Antibiotic- 

Psycnotrooic 


6 

7 

3 

9 

10 


G Antibiotic  Antieoileotic 
G Psycnotrooic-Antieoileottc 
G Psycntrootc-Antieoileotic- 

□ Antibiotic 

Otner 

^ Missing 


14.  OATH  4 TIME  OF  INCIDENT: 

Mo. 

Day 

Year 

Hour 

Min.  { G 1 Number  of  Clients  Present  at 

16. 

1 Cj  Observed  2 Q Discovered 

1 

! 

j 

1 

: I GpmI  Tim.  ot  Incident  ^ ^ 

at  Time  of  Incident 


17.  CLASSIFICATION  OF  INCIDENT  (X  One) 

1 O Iniury 

2 Q Leave  Without  Consent 

3 Q Death 

4 G Restraint 

5 Q Medication  Error 
S O Possible  Criminat  Act 
7 Q Sensitive  Situation 


18.  Js  this  incident  also  a case  of  Susoecteo 
Client  abuse?  _ 

1 G Yes 

2 G No 

If  “yes  ' complete  reverse  side. 

19.  Wee  this  a sudden  or  Unusual  Death? 

1 Q Yes 

2 G No 


f 20.  CAUSES  OF  INCIDENT  (X  All  Which  Apply) 


1 G Action  of  Client 

2 G Physical  Handicao 

3 G Setzure/Fainting 

4 G Fall 

5 G Use  of  Restraint 

6 G Actions  of  Other  Client 

7 G Actions  of  Emoioyee 


G Actions  of  Visitor 
G Intoxication 
G Drug  Misuse 

□ Hazardous  Conditions  on 
Facility  Property 
Q Faulty.  Inadequate  or 
^ Inaooroonate  Equip. 

LJ  Unknown 
O Other  (Soeafy  in  #25) 


21.  locahon  of  incident: 

1 O Indoors  2 ^ Outdoors 


i 22.  SPECIFIC  LOCATION 

I 1 G Living  Room  3 G Kitcnen  S G Hallway  7 G lining  Room 

I 2 O Bacroom  4 G Bamroom  S Gstaircaaa  8 Cj  Program  Room 


9 G Recreation  Area/ Room 
iQ  Q Otr  Paalitv  Prooerty 


n Q Unknown 

12  Q Otner  (Soecify  in  25) 


23.  CUENTS  ACTIONS  (X  One  Only  If  Box  #1 

in 

Item  20  was  marked) 

1 

Q Seif  Abusive 

2 

Q Assaultive 

3 

D Provocative 

4 

G Accidental 

5 

G Other  (Specify  in  #25) 

24.  WHAT  CORRECTIVE  OR  OTHER  ACTIONS  HAVE  BEEN  TAKEN? 

Other  (Explain): 


1 G Medical  Treatment 

2 G Client  Relocated 

3 G Staff  Relocated 

4 G Maintenance  Request 

5 G Plan  Modification 

6 G Client  Observation 

7 G Client  Supervision 


25.  DESCRIPTION  OF  INCIDENT:  If  report  is  comoieteo  by  person  other  man  inoiviouai  with  first  knowieoge  of  situation,  anach  wnnen  report  of  that 
person,  ano  reports  from  any  other  persons  involved.  (1)  Describe  incident,  and  include  address  if  different  from  2/4  or  26  (2)  Give  names  of  witnesss 
ana  others  involved.  (3)  Soecify  first  aid  (if  given). 


(Continue  on  separate  sheet  if  necessary) 


26.  CUENT S RESIDENTIAL  ADDRESS  (If  dlHerent  than  #2  4 4 above) 


j 27.  DDSO  j 28.  TYPE-  3 Q sOlCF  6 G 

I I 1 GsOCn  4 Q VOSCF  7 000 

i [ 2 GvOCn  S G Otner 


29.  CUENTS  PRESENT  LOCATION  (If  diflarvni  from  residence) 


3a  PRINT  NAME  OF  PERSON  COMPLETING  PART  A I TITLE 


I SIGNATURE 

i 


I DATE 


31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW  TITLE 


I signature 


DATE 


pAfrrsx 


SIGNATURE 


DATE 


32.  Waa  tMa  information  inaccurate  or  tnaitfictant? 

1 D Yes  • If  “Yes'*.  Soeafy  on  attached  sheet 

2 G No 


signature 


DATE 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  35 

Review  of  Incident  Reports 


Job  Context:  Writing  Incident  Reports 

Conununication  Skills:  Following  Written  Directions;  Understanding  Categories  on  Forms; 
Reading  Comprehension;  Writing  Descriptions  of  Incidents 

Objectives: 

• review  categories  on  Incident  Report 

• review  written  material  on  Incident  Reports 

• practice  skimming  and  scanning 

• use  regulations  as  reference  material 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  continue  to  review  all  the  material  you  have  covered  on  Incident 
Reports.  Students  will  also  share  information  about  their  reactions  to  the  Distance  Learning 
Program  at  this  point  and  their  goals  for  future  units. 

Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  #.  Head 
each  part  of  your  written  work  with  the  Learning  Activity  number  so  that  your  Instructor  will 


know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning  Activities  ask  for  your 
personal  opinions  or  experiences.  Any  information  you  give  will  be  kept  confidential. 


Learning  Activity  1 

As  a Supplement  to  this  section  is  a description  of  an  incident.  This  activity  should 
be  completed  the  same  way  that  you  completed  the  Learning  Activity  in  Unit  34.  Read 
the  incident  and  answer  the  questions  that  follow.  You  will  have  to  refer  to  some  of  the 
regulations  on  incident  reporting  that  you  read  in  previous  units  to  answer  some  of  the 
questions. 

Use  e-mail  when  completing  this  Learning  Activity.  Address  your  e-mail  message  to 
your  Instructor. 


Learning  Activity  2 

Write  an  e-mail  message  to  your  e-mail  partner.  By  now  you  have  probably  made 
some  decisions  about  what  units  you  will  be  completing  for  the  rest  of  this  program.  Why  did 
you  pick  these  particular  units?  What  goals  do  you  hope  to  meet  by  working  on  these  units? 
Discuss  your  answers  to  these  questions  in  your  message  to  your  e-mail  partner.  Ask  your 
partner  about  his  or  her  instructional  plan. 

You  will  not  be  sending  a copy  of  this  message  to  your  Instructor,  so  feel  free  to  talk 
about  anything  you  wish  with  your  partner. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  e-mail 

• Your  answers  to  the  questions  for  Incident  ff\  and  Incident  #2 
Send  the  following  to  your  e-mail  partner 

• Your  e-mail  message  to  your  e-mail  partner  only 


o 

CO  ( 


er|c 
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This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or 
you  may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour 
I session  is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  4,  UNIT  35 


Supplement 


Ms.  Jane  Doe  resides  on  the  Multiply  Disabled  Unit  of  the  facility.  She  functions  in  the 
mild  range  of  mental  retardation,  has  a psychiatric  diagnosis,  and  a history  of  alcohol  and 
substance  abuse.  She  has  been  known  to  lie  or  exaggerate  about  previous  events. 

While  in  the  program  area,  Ms.  Doe  went  to  the  bathroom  unescorted.  She  returned  to 
the  classroom  within  minutes  quite  upset.  She  informed  the  classroom  staff  that  a male 
individual  sexually  forced  himself  on  her  in  the  bathroom. 


1.  What  classification  of  incident  is  this?  (See  Unit  19) 

2.  What  additional  information  is  needed,  if  any,  to  complete  an  Incident  Report? 
(Refer  to  the  blank  copy  of  an  Incident  Report  on  the  next  page.) 

3.  What  procedure  should  the  staff  who  observes  or  discovers  the  incident  follow? 

(See  Unit  19) 

4.  Write  a description  of  this  incident  as  you  would  for  Item  #25  of  an  Incident  Report. 
(You  completed  a similar  activity  for  Unit  30.) 
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1.  AGENCY  

Form  OMR  1f7  (I) 

2.  FACILITY  NAME 

|3.  PROGRAM  TYPE 

REPORTABLE 

4.  FACILITY  ADDRESS 

INCIDENT 

REPORTING  FORM  . 

5.  PHONE 

( ) 

6.  IS  this  A , □ Ye, 

SERIOUS  „ 

INCIDENT  2 U No 

7.  INCIDENT  number 

A.  TO.«?.COMPiBTEI>  BY  SWf  £SSI6MAr£D  HI  AGEMCTPOUCV^ 


8.  CLIENTS  NAME  (Last,  First) 


9.  AGE 

lasEx 

1 Gm  2 Gf 

11.CUENT  1.0.  NO. 


12.  ADAPTIVE  BEHAVIOR  DEFICITS 
(X  All  Which  Apply) 

Moderate  Severe 
1 O 6 G Communication 

'2  G 7 G Independent  Living 

3 G 8 G Learning 

4 G 9 G Mobility 

5 G 10  G Self  Direction 


DEVELOPMENTAL  DISABILITY 
1 G MR  2;  G Mild  4 □ Severe 

3 □ Moderate  5 G Profound 


6 G C.P. 

7 n Epilepsy 

8 G Autism 

9 n Neurological  Impairment 

(Specify  in  435) 


13.  MEDICATION  REGIMEN  OF  CLIENT  (X  One  Only) 

6 Q Antibiotic  Antiepileptic 

7 □ PsychotropiC'Antiepiieptic 

8 Q Psychtropic-Antieoileptic- 

9 G 

10  □ 


G None 

G Antibiotic  Only 
■ G Psychotropic  Only 
G Antiepileptic  Only 
G Antibiotic^ 
Psychotropic 


Other 

Missing 


Antibiotic 


14.  DATE  & TIME  OF  INCIDENT: 

1 ^ Observed  2 G Discovered 
17.  CLASSIFICATION  OF  INCIDENT  (X  One) 


Mo. 

Day 

Year 

Hour 

Min. 

G am 

1 

1 

1 

1 

! 

G PM 

15.  Number  of  Clients  Present  at 
Time  of  Incident  ^ ^ 


16.  Number  of  Employees  Present 
at  Time  of  Incident 


1 G Injury 

2 G Leave  Without  Consent 

3 G Death 

4 G Restraint 

5 G Medication  Error 

6 G Possible  Criminal  Act 

7 G Sensitive  Situation 


18.  Is  this  incident  also  a case  of  Suspected 
Client  abuse?  _ 

1 G Yes 

2 G No 

If  ‘yes’*  complete  reverse  side. 


19.  Was  this  a sudden  or  Unusual  Death? 

1 □ Yes 

2 G No 


20.  CAUSES  OF  INCIDENT  (XAfI  Which  Apply) 


1 G Action  of  Client  (Sm  t23)  8 

2 G Physical  Handicap 

3 G Seizure/Fainting 

4 □ Fall 

5 G Use  of  Restraint 

6 G Actions  of  Other  Client 

7 □ Actions  of  Employee 


G Actions  of  Visitor 
G Intoxication 
G Drug  Misuse 

□ Hazardous  Conditions  on 
Facility  Properly 
Q Faulty,  Inadequate  or 
_ Inappropriate  Equip, 
y Unknown 
Q Other  (Specify  in  425) 


21.  LOCATION  OF  INCIDENT: 

1 G Indoors  2 G Outdoors 


22.  SPECIFIC  LOCATION 

1 G Living  Room  3 G Kitchen  5 G Hallway  7 G Dining  Room  9 G Recreation  Area/Room 

2 G Bedroom  4 G Bathroom  S Gstaircase  8 G Program  Room  10  G Off  Facility  Property 


11  G Unknown 

12  G Other  (Specify  in  2S) 


23.  CLIENTS  ACTIONS  (X  One  Only 
In  Item  20  was  marked) 

1 G Self  Abusive 

2 G Assaultive 

3 G Provocative 

4 G Accidental 

5 G Other  (Specify  in  425) 


If  Box  «1 


24.  WHAT  CORRECTIVE  OR  OTHER  ACTIONS  HAVE  BEEN  TAKEN? 

Other  (Explain): 


1 G Medical  Treatment 

2 G Client  Relocated 

3 G Staff  Relocated 

4 G Maintenance  Request 

5 G Plan  Modification 

6 G Client  Observation 

7 G Client  Supervision 


25.  DESCRIPTION  OF  INCIDENT:  If  report  is  completed  by  person  other  than  individual  with  first  knowledge  of  situation,  anach  wrinen  report  of  that 
pereon.  and  reports  from  any  other  persons  involved.  (1)  Describe  incident,  and  include  address  if  different  from  2/4  or  26  (2)  (3ive  names  of  witnesss 
and  others  involved.  (3)  Specify  first  aid  (if  given).  ' ^ names  wiinesss 


(Continue  on  separate  sheet  if  necessary) 


26.  CLIENTS  RESIDENTIAL  ADDRESS  (If  different  than  42  & 4 above) 


27.  DDSO 


28.  TYPE  3 Q SOICF  6 G 

t GsOCR  4 Q VOICF  7 000 
2 QvOCR  S Q Other; 


29.  CUENTS  PRESENT  LOCATION  (If  different  from  residence) 


30.  PRINT  NAME  OF  PERSON  COMPLETING  PART  A 


TITLE 


SIGNATURE 


DATE 


31.  PRINT  NAME  OF  PERSON  COMPLETING  REVIEW  TITLE 


SIGNATURE 


DATE 


• PART  To  toe  CoMHNIed  Gireetos^ChM  ExeettOyrOfEow  Allerfleytew  ‘ 


SIGNATURE 


DATE 


PART  g^TbSeComplefed  By  fheincldewA  Heeieii  CommHfee 


32.  Was  this  information  inaccurate  or  Insuffldent? 

1 G Yes  - If  “Yes  ’.  Specify  on  attached  sheet 

2 GNo 


I SIGNATURE 


DATE 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  36 

Other  Incident  Report  Regulations 
Job  Context:  Understanding  Incident  Report  Regulations 
Communication  Skills:  Reading  Comprehension;  Problem-Solving 
Objectives: 

• review  Incident  Report  regulations 

• review  written  material  about  Incident  Reports 

• make  decisions  regarding  incidents 

• practice  understanding  technical  vocabulary  through  the  context 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

In  this  unit  you  will  read  NYS  OMRDD  regulations  on  required  notifications  of  Reportable 
Incidents  and  Allegations  of  Client  Abuse  that  must  be  done  in  addition  to  completing  the 
required  forms. 
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Learning  Activity  1 


A section  of  the  New  York  State  OMRDD  Existing  Regulations  on  Reportable  Incidents 
and  Client  Abuse  is  provided  as  a supplement  to  this  unit.  Read  this  supplement.  Answer  the 
questions  on  the  worksheet  that  follows. 


Learning  Activity  2 

Review  the  three  incidents  described  in  Units  34  and  35.  What  kind  of  notification  should 
be  done  for  these  incidents?  Write  your  answers  on  the  answer  sheet  located  in  the 
Supplement  section. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  answer  sheets  for  Learning  Activities  1 and  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Existing 
Part  624 


Regulations 

Reportable  Incidents  and  Client  Abuse 


New  York  State  OMRDD 


624.6  Notifications 

In  addition  to  re(^iring  the  reporting  of  reportable  incidents  and 
allegations  of  client  abuse  on  forms  as  specified  in  Section  624.5, 
notification  by  other  means  is  required  as  follows ; 

(a)  For  clients  under  18  years  of  age,  notification  by  telephone  must 
immediately  be  made  to  the  New  York  State  Child  Abuse  and 
Maltreatment  Reporting  Center  (1-800-342-3720)  of  occurrences 
attributable  to  alleged  abuse  of  a child. 

(b)  All  deaths  shall  be  reported  to  the  Commission  on  Quality  of  Care 

for  the  Mentally  Disabled  in  the  form  and  format  as  specified  bv  the 
Commission.  'C.  . ^ ^ . 

(c)  All  suicides,  homicides,  accidental  deaths,  or  deaths  due  to 
suspicious,  unusual  or  unnatural  circumstances  must  be  reported 
immediately  by  telephone,  and  later  in  writing,  to  the 

coroner /medical  examiner.  In  New  York  City,  the  police  must  also  be 


Cd) 


In  the  case  of  any  reportable  incident  or  allegation  of  client  abuse 
where  a crime  may  have  been  committed,  it  is  the  responsibility  of 
^'^^^^strator  or  designee  to  notify  law  enforcement 

officials. 


(e) 


A client's  parent (s)  or  guardian  is  to  be  notified  of  any  serious 
reportable  incident  or  allegation  of  client  abuse  within  24  hours 
(unless  there  is  written  advice  from  the  parent  or  guardian  that  he 
or  she  does  not  want  to  be  notified) . The  client's  correspondent 
...  . other  than  the  parent  or  guardian,  shall  also  be 

notified.  Notification  of  other  types  of  events  or  situations  shall 
be  n^de  at  the  program  administrator's  discretion  and  in  accordance 
With  agency /program  policy  and  procedure. 


(f)  It  IS  the  responsibility  of  a designated  staff  member  of  the  program 
making  out  a report  on  a reportable  incident  or  allegation  of  client 
abuse,  to  notify  any  other  program  with  which  the  client  is 
associated  of  that  reportable  incident  or  allegation  of  abuse  if  it 
has. resulted  in  visible  evidence  of  injury  to  the  client,  may  be  of 
concern  to  another  program,  or  may  impact  upon  programming  or 
activities  at  another  program. 


BEST  COPY  AVAILABLE 

250 


<1 

'*  < u 


o 


THEME  AREA  4,  UNIT  36 


Learning  Activity  1 
Worksheet 


1.  Who  should  receive  notification  if  a client  is  under  18  years  of  age? 

2.  A client  is  involved  in  a situation  that  is  classified  as  a Minor  Incident.  Should  the  client's 
parent(s)  be  notified? 

3.  When  is  it  required  to  notify  the  police  of  an  incident? 

4.  Who  is  responsible  for  letting  other  programs  that  the  client  attends  know  about  the 
incident? 

5 . When  is  a report  made  to  the  Commission  on  Quality  of  Care  for  the  Mentally  Disabled? 


Try  to  figure  out  the  meaning  of  the  following  words  from  the  sentence  and  words  that  are 
around  the  boldfaced  word.  Use  the  context  of  the  following  boldfaced  words  to  figure  out 
their  meanings.  Then  check  the  meaning  in  the  dictionary. 

6.  attributable  (paragraph  a) 

I think  attributable  means 


Dictionary  definition: 


7.  format  (paragraph  b) 
I think  format  means 


Dictionary  definition: 


8.  designee  (paragraph  d) 
I think  designee  means 


Dictionary  definition: 


9.  discretion  (paragraph  e) 
I think  discretion  means 


Dictionary  definition: 


10.  impact  (paragraph  f) 
I think  impact  means 


Dictionary  definition: 
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THEME  AREA  4,  UNIT  36 


Learning  Activity  2 
Worksheet 


Incident  #1 

The  following  should  be  notified: 


Incident  #2 

The  following  should  be  notified: 


Incident  #3 

The  following  should  be  notified: 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  4 
Incident  Reports,  Part  Two 
UNIT  37 

Other  Incident  Report  Forms 


Job  Context:  Completing  Other  Forms  Related  to  Incident  Reporting 

Communication  Skills:  Following  Written  Directions;  Understanding  Categories  on  Forms; 
Reading  Comprehension;  Writing  Skills 

Objectives: 

• follow  directions  on  forms 

• review  categories  on  forms 

• review  purpose  of  forms 

• review  vocabulary  in  the  context 

• practice  writing 

• generalize  information  to  other  situations 

• make  inferences 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

Many  DDSOs  have  developed  ways  of  record-keeping  to  help  in  accurately  reporting 
incidents.  In  this  unit  you  will  review  some  of  the  forms  related  to  incident  reporting  that  you 
may  come  across  at  your  site. 
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Learning  Activities 


Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  it  and  Unit  it  (Theme 
Area  4,  Unit  37).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

Supplementing  this  unit  are  five  forms  that  are  used  by  the  Finger  Lakes  DDSO  (Monroe 
DDSO).  The  forms  related  to  incident  reporting  that  you  use  in  your  DDSO  may  be  the  same 
or  different.  In  addition,  not  all  DDSOs  have  developed  forms  for  these  purposes. 

Study  each  of  the  forms.  Then  answer  the  questions  on  the  worksheet  that  follows. 


Learning  Activity  2 

What  forms  related  to  Incident  Reporting  are  used  by  your  DDSO  and  at  your  site?  Find  a 
copy  of  all  the  forms  that  you  use.  Study  these  forms.  What  are  the  purposes  of  these  forms? 
How  are  they  used?  If  you  have  any  questions  about  these  forms,  write  them  on  a piece  of 
looseleaf  paper  for  your  Instructor.  Send  a copy  of  these  forms  to  your  Instructor.  Keep  a 
copy  of  these  forms  with  the  Incident  Report  units  of  your  Study  Guide  so  you  can  refer  to 
them  as  needed. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheet  for  Learning  Activity  1 

• Copies  of  the  forms  related  to  incident  reporting  that  are  used  at  your  worksite. 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  Hnish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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MDC  162  <8/86> 


MONROE  DDSO 


' SERIOUS  INCIDENT  INVESTIGATION 
FACT  SHEET 


INSTRUCTIONS:  Whenever  an  anveat.i.Qat.ion  i©  conduct.ed«  this  sheet  is  to  bo 

completed  and  provided  with  the  OMR  147  KA3  . 


I-  BASIC  INFORMATION 

CLIENT  NAME:  ^ INCIDENT  REPORT  #:  

SERVICE7UNIT:  ^ DATE  OF  OCCURANCE: 

II-  Names  of  all  individuals  present  at  time  of  occurance-  Include 

visitors,  therapists-  workmen  - aides-  volunteers-  etc-  Continue  on 
back  if  necessary  - 


NAME 


WORK 

LOCATION 


SHIFT 


PASSDAYS 


PHONE 


III-  REQUIRED  ATTACHMENTS: 

1-  Copy  of  Incident  Report  147  I 

2-  A copy  of  aign-in  sheet  for  unit  or  work  location 

3-  A completed  Witness  Statement  from  each  person  present-  If  they 
have  no  knowledge  of  the  incident-  they  should  make  such  a state* 
ment  and  sign  it- 


IV.  OTHER  COMMENTS: 


BEST  COPY  AVAI LAP ir 
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MDC  164  <aya63 


MONROE  DDSO 
WITNESS  STATEMENT 


Naaie: ^ 

Job  Title:  

Regular  Shidft  Aaaagnjnent: 
xeaular  Work  Location:  _ 

Immediate  Superviaor:  


Incident  Report  Number:  

Date  o£  incident:  

On  the  Date  o£  the  Incident: 

1>  Unit  Worked:  

2>  Shi£t  Worked:  


1>  Were  you  pr eaent? 


2)  Do  you  have  knowledge  of  this  incident? 
form  and  return  to  auperviaor.^ 


<If  no.  sign 


3J  If  not  present,  please  specify  any  information  you  may  have  reoardino 
thia  incident.  Be  aoecific  and  ob^^ective. 

^ • 


4J  If  present,  please  list  the  names  of  all  clients,  emoloyees,  others 
present  and  indicate  where  they  were  at  the  time  of  the  incident. 
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5>  Wha*t  occurred?  Be  soeciric. 


THE  ABOVE  INFORMATION  IS  ACCURATE  AND  TRUE. 

Prant.  Name:  - Slanat.ure:  

Title:  ^ Date:  

li*  the  peraon  9ivina  the  atateaent  ia  unable  to  write  it  himaelf.  after 
it  ia  written  it  will  be  read  back  to  him  and  verified  aa  followa: 

Print  Witneaa'  Name: 

Witneaa'^  Nark: Date:  

Date:  


1 


Verifyina  Witneaa: 


<Si9natur^«  Title) 


er|c 
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MIJC  232  (lO/HO) 


1.  AGENCY 

MONROE  DDSO 

PRELIMINARY  EEPORT/NOTI FI C A 

TION  RECOr 

2.  FACILITY  NAl'IE  3.  PROGRAM  TYPE 

INCIDENTS /ABUSE 

4.  FACILITY  ADDRESS 

Client  Name 

Incident 

5.  PHONE 

- _ 1 1 

INSTRUCnCMIS;  CCMPL^  THIS  FORM  FOR  REPORTED  INCIDENTS 
•COMPLETING  EACH  SECTICNI  AS  APPROPRIATE. 


NOTIFICATIC»l 
(as  appropriate) 

DATE 

TIME 

PERSON  CONTACTED 

reported  by 

•V 

PHONE 

LETTER  1 

OTHER 

NURSE 

- 

PHYSICIAN 

1 

MRTTL/PRDGRAM  MGR. 

1 

CHIEF  OF  SERVICE/ 
PROGRAM  DIRECTOR 

H 

CLIENT  COORDINATOR/ 
CASE  MANAGER 

SECURITY 

PARENT/GUARDIAN/CAB 

OMRDD  CENTRAL  OFFICE 

POLICE 

BOARD  OF  VISITORS 

- 

d 

MHLS 

ONIMISSION  QUALITY 

OF  CARE 

I 

CHILD  ABUSE  REGISTER 

CORCXIER/ 

MEDICAL  EXAMINER 

DAY/RESIDENTIAL 

PROGRAM 

OFFICE  OF  COUNSEL 

OTHER 

- 



1 

1 
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BEST  COPY  AVAILABLE 


Page  2 


MONROE  DDSO 

PRELIMINARY  REPORT/ INC  I DENT  RECOPJ) 


NURSE/PHYSICIAN  REPORT:  (INSTRUCTIONS:  Complete-  section 

below  if  examination  or  treatment  is  required  from  nurse  or 
physician. ) 


FINDINGS  AND  treatment  (II  Ciiem's  Medication  Conttibuied  to  Incideni,  List  Medication  and  Noie  any  Changes  Maae) 
(Atucn  Separate  Sheet,  if  Necessary) 


TYPE  OF  INJURY  \X  AM  Whicn  Apply) 


C 

G Abrasion 
Swelling 
Q Bruise 
□ Bite 


to 


Q Sprain 
Q Dislocation 
D Fracture 
0 Possible  Fracture 
or  Dislocation 
O Bom 


11  O Superficial 

Laceration 

12  0 Severe 

Laceration 

13  0 Death 

r“i  Otner  fSo*n- 
il>  aborvft 


DATE  & time  of 
EXAMINATION 


bto.  ' Day  ' Year  t Hour 


-L 


DISPOSITION  (X  All  Which  Apply) 


Client  Examined 
and/or  Treated 


□ 

0 Modified  Medication  Plan 
0 Modified  Program  Plan 
0 Referred  to  X-Ray 


5 0 Continued  Observation 

6 0 Referred  for  Consultation 

7 0 Referred  to  Medical  Examiner 
fi  PI  TransferrM  to  Medical/ 

^ Surgical  Unit  or  Hospital 
B O Other  (Specify  above 


Min.  ‘pT 

1 


AM 

PM 


signature 


DATE 


PRELIMINARY  REPORT:  (Provide  incident  clarification  if 

necessary,  preliminary  investigation  findings,  preliminary 
conclusions  and  recommendations,  if  any.) 


SIGNATURE/TITLE  OF  PERSON 
CarPLETING  PRELIMINARY  REPORT 


DATE 
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5EST  COPY  AVAILABLE 
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BEST  COPY  AVAILABLE 


MDC  205  (3/87) 


Monroo  Oavalopmantal 


620  Westfall  Road 


Disabiiitias  Sarvica  Office 


Rochester,  New  York  14620 


(716)  461-8500 


Sylvester  P.  Zielinski  Michael  A.  Raha 

DDSO  Director  . Deputy  Director. 

. Developmental  Services 

Ai*thur  M.  Equinozzi,  Ph.D. 
Deputy  Director. 

Quality  Assurance 

Elmar  H.  Franqenberg,  M.D. 

Chief  of  Medical  Services 


INCIDENT  NOTIFICATION  FORM 


RE:  

RESIDENCE': 


Dear  Parent  or  Guardian: 


It  is  the  policy  of  Monroe  Developmental  Center  to  notify  you  of  incidents 
involving  your  son  or  daughter. 


Each  parent /guardian  is  requested  to  indicate  in  writing  tinder  what  type  of 
conditions  they  wish  to  be  contacted  regarding  incidents  involving  their  son  or 
daughter. 


Please  check  the  appropriate  box(es)  below  indicating  your  preference  for 
incident  notification: 


^I  wish  to  be  notified  of  all  incidents  involving  my  son  or  daughter. 

^I  wish  to  be  notified  only  of  any  serious  incidents  involving  my 

son  or  daughter. 

You  may  change  your  preference  listed  above  at  any  time  by  completing  another 
Incident  Notification  Form.  Monroe  Developmental  Center  policy  requires  notification 
of  at  least  all  serious  incidents. 

Sincerely, 


Client  Coordinator 


Signature  of  Parent /Guardian  Date  Relationship  to  Client 


Signature  of  Client  Coordinator  Date 
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BEST  COPY  AVAILABLE 


THEME  AREA  4,  UNIT  37 


Supplement 

Incident  Forms  Worksheet 


• Serious  Incident  Investigation  Fact  Sheet 
1 . What  is  the  purpose  of  this  form? 


2.  Why  is  it  important  to  keep  a separate  record  of  all  the  people  who  were  present  at 
the  time  of  the  occurrence? 


• Witness  Statement 

3.  What  is  the  purpose  of  this  form? 


rs, 
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4.  In  Item  3,  what  does  "objective"  mean?  Why  is  it  important  to  be  objective? 


• Preliminary  Report/Notification  Record 
5.  What  is  the  purpose  of  this  form? 


6.  When  determining  whom  to  notify,  to  which  document  would  you  refer? 


• Monthly  Log  of  Incidents/ Abuse 
7.  What  is  the  purpose  of  this  form? 
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8.  Why  would  it  be  important  to  keep  this  record? 


Incident  Report  Notification  Form 
9.  What  is  the  purpose  of  this  form? 


10.  Why  do  parents  have  this  choice? 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  5 
Individualized  Planning  Process 
UNIT  38 

The  Individualized  Planning  Process 


Job  Context:  Preparation  for  the  Individualized  Planning  Process 
Conununication  Skills:  Reading  Comprehension;  Building  Technical  Vocabulary 
Objectives: 

• know  basic  concept  of  Individualized  Planning  Process 

• review  material  on  Individualized  Planning  Process 

• read  and  understand  forms  related  to  the  Individualized  Planning  Process 

• review  meaning  of  words  that  are  used  frequently  in 
the  Individualized  Planning  Process 

• use  the  context  to  determine  meaning  of  unknown  words 

• apply  given  information  to  other  settings 

• make  inferences  based  on  given  information 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

This  Theme  Area  reviews  the  Individualized  Planning  Process.  In  this  unit  you  will  review 
preparing  for  an  Individualized  Planning  Process. 


O 


10 
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Learning  Activities 


Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  ft  (Theme 
Area  5,  Unit  38).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

Supplement  1 to  this  unit  is  a memorandum  describing  how  to  complete  the  Comprehensive 
Functional  Assessment  Assignment  Form  that  is  used  by  the  Western  New  York  DDSO  (West 
Seneca  DDSO).  This  form  is  used  for  the  annual  review  notes  at  this  DDSO.  Other  DDSOs 
may  use  different  procedures  to  gather  information  for  reviews. 

Read  Supplement  1 . Then  answer  the  questions  on  the  worksheet  that  follows. 


Learning  Activity  2 

Where  would  you  get  information  for  a review  or  an  Individualized  Planning  Process  of  an 
individual  at  your  site?  Which  people  would  you  consult?  What  forms  or  records  would  you 
review?  On  a sheet  of  looseleaf  paper  make  a list  of  where  you  would  get  this  information. 


Learning  Activity  3 

Supplement  2 to  this  unit  is  a case  of  a Comprehensive  Functional  Assessment.  Read  the 
assessment  done  on  Stanley.  Does  this  assessment  include  required  information  as  described  in 
Supplement  1?  Write  a critique  of  Stanley's  assessment  on  the  worksheet  that  follows. 

WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheet  from  Learning  Activity  1 

• Your  notes  from  Learning  Activity  2 

• Your  worksheet  from  Learning  Activity  3 
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This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


9 
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KSMORANDUM 


IHtMt  AREA  5,  UNI  I it 
Supplement  I 

TO: 

FROM: 

DATE: 

SUBJECT : COMPREHEKSIVE  FUNCTIONAL  ASSESSMENT  ASSIGHHEKT 


You  have  been  assigned  the  task  of  assessing  and/or  updating  the 

ADAPTIVE  BEHAVIOR  & INDEPENDENT  LIVING  SKILLS  DOMAIN  for  

' Your  assessment  is  due  back  to  me  by  ^ 


Please  collaborate  with  the  individual (s ) listed  below  regarding  the 
topic(s)  specified  to  complete  your  assessment  information: 


NAME 


SKILL  TOPIC 


DIRECTIONS 


Based  upon  your  knowledge  and  observation  of  the  individual,  describe  in  your 
assessment,  how  the  individual  uses \ the  skills  included  in  this  domain  in 
their  daily  life  routines.  That  is,  I the  PRACTICAL/FUNCTIONAL  application  of 
skills.  Daily  life  routines  include,  /but  are  not  limited  to: 


- Personal  Care  Activities 

- Dressing  Activities 

- Mealtime  Activities 

- Day  Progrcim/Work  Activities 


- Household/Domestic  Activities 

- Recreation/Leisure  Activities 

- Social/Behavioral  Activities 

- Health  Care  Activities 


EXAMPLES:  During  participation  in  the  routine  of  day  program/work  activities 

the  individual ' s skills  in  the  area  of  play/leisure  may  include  


- During  lunch  breaks  the  individual  upon  invitation  from  his  peers  will 
participate  in  table  games . 

- While  waiting  for  his  return  ride  home  from  day  program  the  individual 
vocalizes  and  smiles  towards  preferred  staff  to  initiate  interactior. 
to  help  pass  the  time. 

These  statements  identify  the  practical/functional  application  of  the 
individual's  skills  to  choose,  perform  and  engage  in  activities  for  amusement, 
relaxation,  enjoyment,  etc.  during  a daily  routine. 

In  your  narrative  of  each  skill  topic  be  sure  to  include  the  following  points: 

1.  Description  of  all  full  or  partial  skills  demonstrated. 

2.  Description  of  the  asaistance/supports  needed  to  enable  the 
individual  to  perform  the  skill(s)  or  partial  skill(s),  (e.g. 
prompts,  environment/ setting,  equipment,  etc.). 

3.  Identify  the  realistic  skill(s)  or  partial  skill(s)  you 
anticipate  or  expect  the  individual  may  still  develop  in 
each  skill  topic,  (potential  for  growth/development). 


From:  Western  Sew  York  DDSO  (West  Seneca,  DDSO) 


BEST  COPY  AVAILABLE 
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&5AP.TiyE  BEHAVIORS /lyPEPEWDENT  LIVIHG  SKILLS  DOMAIN 


DRESSTNC; 


- Dress /undress  self 

- Complete  fasteners 

- Choose  complete  set  of  clothing 

- Accessorize  outfits 

- Maintain  neat  appearance 


- Select  activity /weather  appro- 
priate clothing 

- Maintain  clothing  storage 

- Maintain  clothing  in  good 
repair /condition 


DINING  . 

- Oral  motor  skills  (lips, 
biting,  chewing,  swallow) 

- Self  feeding  skills  (finger, 
utensil  use/type,  neatness, 
oral  intake  amount,  etc.) 


- Family  style  meal  participation 

- Dining  outside  the  home  site 


PERSONAL  GABF 


- Dental  hygiene  skills 

- Bathing/showering  skills 

- Personal  hygiene  skills 
(hand/face  washing,  nasal  care, 

menstrual  care,  etc.) 


- Grooming  skills  (hair  care, 
make-up,  shaving,  nail  care, 
etc.  ) 

- Privacy  during  personal  care 


TOILETING 


Habit  training  skills 
Pre-toileting  skills  (make 
need  known,  seek  lavatory 
ensure  privacy,  adjust 
clothing,  etc.) 


- Self -toileting  (include  stand- 
ing and  the  use  of  wall  urinal 
for  males) 

- Post-toileting  skills  (use  of 
toilet  tissue,  adjust  clothing 
flush,  wash  hands,  etc.) 


COMMUNITY  INVOLVEMENT 


Planning,  organizing,  & 
executing  daily  life  routines 
Horaemaking  skills  (meal  planning, 
preparation,  clean-up,  laundry, 
cleaning,  household  repairs, 
shopping,  household  safety,  etc.) 


- Management  of  safety  issues 
(crossing  streets,  use  of  elec 
tricity,  emergency  assistance, 
fire  safety,  use  of  common 
household  gadgets/appliances, 
cleaning  substance  use,  etc.) 


PLAY /LEI SURE 

- Choose,  perform,  & engage  in 
activities  for  amusement,  relax- 
ation, spontaneous  enjoyment  &/or 
self-expression. 


SKILLS 

- Knows  own  needs /interests, 
identifies  activities  to  meet 
needs /interests,  chooses  acti- 
vities to  meet  those  needs /in- 
terests, identifies  resources 
for  the  activities. 


iD4  BEST  COPY  AVAILABLE 


THEME  AREA  5,  UNIT  38 


Supplement  1 
Worksheet 


1.  In  the  first  paragraph,  what  does  "adaptive"  mean?  Try  to  figure  out  the  word  from  the 
context  before  looking  it  up  in  your  dictionary.  Write  your  own  sentence  using  the  word 
"adaptive." 


2.  In  the  second  paragraph,  what  does  "collaborate"  mean?  Try  to  figure  out  the  word  from 
the  context  before  looking  it  up  in  your  dictionary.  Write  your  own  sentence  using  the 
word  "collaborate." 


3.  Why  is  it  important  to  collaborate  with  other  people  in  completing  the  assessment? 


4.  In  the  third  paragraph,  what  does  "domain"  mean?  Write  your  own  sentence  using  the 
word  "domain. " 


5.  In  the  second  paragraph  of  the  examples,  what  does  "initiate"  mean?  Write  your  own 
sentence  using  the  word  "initiate." 
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THEME  AREA  5,  UNIT  38 


Supplement  2 


COMPREHENSIVE  FUNCTIONAL  ASSESSMENT 

(X)  ADAPT.  BEHAV./INDEP.  LIVING  ( ) PHYS.  DEV.  HEALTH 

( ) AFFECTIVE/EMOTIONAL  ( ) SENSORIMOTOR 

( ) COGNITIVE  ( ) SOCIAL 

()  COMMUNICATION  ( ) VOCATIONAL 

( ) NUTRITIONAL 


This  Annual  Review  Note  on  Stanley  is  based  on  his  Adaptive  Behavior,  Independent  Living 
Skills  such  as  Dining,  Dressing,  Personal  Care,  Conununity  Exposure,  Leisure  Skills,  and 
toileting. 

Dressing:  Stanley  is  totally  dependent  on  staff  dressing  him  and  undressing  him.  He  is  very 
cooperative  while  being  dressed.  Stanley  will  sit  down  and  stand  up  to  help  staff.  He  also 
will  extend  arms  and  lift  leg  with  verbal  and  physical  prompt  from  staff.  Within  the  next  year, 
I feel  that  Stanley  could  be  able  to  push  his  arm  through  the  armhole  of  his  shirt  instead  of 
being  so  passive  when  staff  is  doing  it. 

Dining:  Stanley  is  a very  slow  eater.  Staff  tries  to  give  him  his  meal  at  the  beginning  of 
mealtime  to  allow  him  the  extra  time  he  needs  to  finish.  If  Stanley  really  likes  the  meal,  he 
eats  it  fairly  well  without  much  prompting  from  staff.  If  Stanley  doesn't  like  the  meal,  he 
needs  constant  prompting  from  staff  to  finish  it.  He  eats  with  a built-up  spoon  and  drinks 
from  a regular  glass.  Within  four  years  a goal  for  Stanley  could  be  that  he  eat  his  entire  meal 
without  any  prompting  from  staff  and  then  maybe  that  he  eat  a little  faster  so  it  doesn't  take 
the  entire  mealtime  and  more  to  finish  his  meal. 

Personal  Care:  Stanley  depends  on  staff  for  all  his  personal  care  needs.  He  is  usually  very 
cooperative  to  let  staff  brush  his  teeth.  Stanley  seems  to  enjoy  his  shower  or  bath  and  will 
extend  his  extremities  to  be  washed  without  resistance.  When  Stanley  is  given  verbal  and 
tactile  cues,  he  usually  will  cooperate  when  staff  is  combing  his  hair  and  shaving  him.  Staff 
suggests  that  his  goal  for  two  years  is  to  accept  hand  over  hand  tolerance  to  combing  his  hair 
with  staff. 


NYS  - OMRDD 
W.S.D.D.S.O. 


RESIDENCE 


W.S.  n»P  32  (9/93) 

CFA  ASSESSMENT  FORM 


Toileting:  Stanley  is  not  toilet  trained.  He  continues  to  wear  a diaper  during  the  day  and 
night.  When  put  on  the  toilet  after  breakfast,  he  will  urinate  in  the  toilet.  During  the  day 
when  put  on  the  toilet,  sometimes  he  will  urinate  and  have  bowel  movement  periodically, 
although  his  bowel  movements  are  not  on  a regular  basis.  A goal  for  a target  date  of  about 
three  years  could  be  to  pull  his  pants  up  from  his  ankles  to  his  knees  after  a toileting  training 
session. 

Community  Involvement:  Stanley  depends  almost  always  on  staff  to  help  him  prepare  his 
meals,  shop  for  his  clothes  and  personal  items,  make  his  bed  and  change  his  linens,  and 
organize  his  daily  routines.  During  emergency  situations,  such  as  practice  fire  alarms,  Stanley 
cooperates  but  totally  depends  on  the  staff  for  assistance.  The  staff  believes  that  Stanley  will 
always  need  hand-to-hand  guidance  in  emergency  situations. 

Leisure  Skills:  Stanley  is  a participant  in  planned  leisure  activities  on  a daily  basis.  He  is 
given  the  opportunity  to  make  choices  of  different  objects  and  activities.  He  enjoys  rocking  in 
his  rocking  chair  and  listening  to  music.  Because  Stanley  enjoys  van  rides  and  summer 
picnics,  he  usually  does  not  resist  participating  in  leisure  activities. 


THEME  AREA  5,  UNIT  38 


Supplement  2 
Worksheet 


Review  the  Comprehensive  Functional  Assessment  to  determine  if  it  includes  the  information 
required  in  Supplement  1 (see  3 points  listed  at  bottom  of  page  271).  Circle  yes  or  no  for  each 
question. 


Dressing 

1 . Does  it  include  a description  of  demonstrated  skills? 

YES  NO 

2.  Does  it  include  a description  of  assistance  needed  to  perform  the  skills? 

YES  NO 

3.  Does  it  identify  skills  the  individual  may  still  develop? 

YES  NO 

Dining 

1 . Does  it  include  a description  of  skills  demonstrated? 

YES  NO 

2.  Does  it  include  a description  of  assistance  needed  to  perform  the  skills? 

YES  NO 

3.  Does  it  identify  skills  the  individual  may  still  develop? 

YES  NO 


Personal  Care 


1 . Does  it  include  a description  of  skills  demonstrated? 

YES  NO 

2.  Does  it  include  a description  of  assistance  needed  to  perform  the  skills? 

YES  NO 

3.  Does  it  identify  skills  the  individual  may  still  develop? 

YES  NO 


Toileting 

1 . Does  it  include  a description  of  skills  demonstrated? 

YES  NO 

2.  Does  it  include  a description  of  assistance  needed  to  perform  the  skills? 

YES  NO 

3.  Does  it  identify  skills  the  individual  may  still  develop? 

YES  NO 

Conununity  Involvement 

1 . Does  it  include  a description  of  skills  demonstrated? 

YES  NO 

2.  Does  it  include  a description  of  assistance  needed  to  perform  the  skills? 

YES  NO 

3.  Does  it  identify  skills  the  individual  may  still  develop? 

YES  NO 
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Leisure  Skills 


1 . Does  it  include  a description  of  skills  demonstrated? 

YES  NO 

2.  Does  it  include  a description  of  assistance  needed  to  perform  the  skills? 

YES  NO 

3.  Does  it  identify  skills  the  individual  may  still  develop? 

YES  NO 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  5 
Individualized  Planning  Process 
UNIT  39 

Preparing  for  the  Planning  Process 
Job  Context:  Preparation  for  the  Individualized  Planning  Process 

Communication  Skills:  Reading  Comprehension;  Filling  out  Individualized  Personal  Plan 
Forms 

Objectives: 

• accurately  complete  an  Individualized  Personal  Plan  form 

• synthesize  information 

• identify  most  important  ideas 


Materials: 

• Smdy  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

In  this  unit  you  will  continue  reviewing  organizing  information  in  preparation  for  an 
Individualized  Planning  Process. 
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Learning  Activity 


Supplementing  this  unit  is  a Pre-Conference  Summary  Form  used  by  the  Metro  New  York 
DDSO  (Manhattan  DDSO).  Using  the  information  from  Supplement  2 in  Unit  38,  the 
Comprehensive  Functional  Assessment  on  Stanley,  complete  this  form.  As  you  read 
Supplement  2,  focus  on  the  individual's  skills,  goals,  and  needs  in  the  different  areas. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  completed  form  from  the  Learning  Activity 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  5,  Unit  39 
Supplement 


PRE-CONFERENCE  SUMMARY 
INDIVIDUAL: 


STAFFS ' SIGNATURE ; 


PPAGE  -1  (RRS/1/21/93) 

_ DATE  OF  CONFRPFNCE: 


DATE: 


CURRENT  SKILLS,  GOALS.  AND  MFFn?;  ? 

TOILETING : SKILLS : 

GOALS : 

NEEDS : 


BE  SPECIFIC! 1 ! ! 


ORAL  HYGIENE:  SKILLS : 

GOALS : 


NEEDS : 


HANDWASHING : 


GOALS: 


NEEDS : 


SKILLS ; 


HAIR  BRUSHING /COMBING:  SKILLS : 

GOALS : 


NEEDS : 


NAIL  CARE:  SKILLS : 

GOALS: 


NEEDS: 


EATING /DINING:  SKILLS : 

GOALS: 


NEEDS: 


FOOD  LIKES: 


DISLIKES : 
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PAGE  2 


PRE-CONFERENCE 


DRESSING;  SKILLS ; 

GOALS : ^ 


NEEDS : 


SPECIFIC  CLOTHING  MFPns- 


SOCIAL:  SKILLS ; 

GOALS: 


NEEDS : 


COMMUNI  CATION ; SKIT.T.g ; 

GOALS; 


NEEDS : 


BEHAVIOR;  PROBLEMS ; 

GOALS; 


NEEDS; 


RECREATION/LEISURE : SKILLS ; 

GOALS: 


NEEDS 


LIKES 


DISLIKES : 


FAMILY  CORRESPONDENCE; 


OTHER;  SKILLS; 

GOALS: 


NEEDS 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  5 
Individualized  Planning  Process 
UNIT  40 

Granunar  Review 


Job  Context:  Preparation  for  the  Individualized  Planning  Process 
Communication  Skills:  Improving  Sentence  Structure;  Writing  Skills 
Objectives: 

• use  correct  grammar 

• detect  and  correct  grammatical  errors 

• relay  accurate,  precise  information  in  writing 

• use  correct  sentence  structure  in  writing 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

Using  correct  sentence  structure  is  important  for  the  accuracy  and  clarity  of  your  written 
documents  and  reports.  In  this  unit  you  will  review  basic  sentence  structure,  sentence 
fragments  and  run-on  sentences. 
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Learning  Activity 

Study  Chapter  1,  sections  la,  lb,  and  Id,  in  your  Writing  Skills  Handbook,  pages  3-7 
and  12-13.  Then  complete  the  colored  worksheets  in  your  worksheet  packet.  The  worksheets 
are  headed  1:  Sentence  Form.  Do  the  exercises  on  the  first  set  for  each  section.  If  you  have 
time  or  want  additional  practice  you  can  continue  to  the  exercises  on  the  second  set. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  worksheets  for  the  Learning  Activity 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  5 
Individualized  Planning  Process 
UNIT  41 

Input  from  Direct  Care  Workers  in  the  Planning  Proces 


Job  Context:  Presenting  a Case  at  an  Individualized  Planning  Process 

Communication  Skills:  Writing  Skills 

Objectives: 

• synthesize  information 

• identify  most  important  ideas 

• use  correct  grammar  and  technical  vocabulary 

• relay  accurate,  precise  information  in  writing 
review  professional  style  of  writing 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  the  types  of  recommendations  that  Direct  Care  staff  might 
make  to  the  Individualized  Planning  Process.  You  will  also  practice  applying  the  writing  and 
grammatical  skUls  you  have  reviewed  in  previous  units. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 
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Area  5,  Unit  41).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

What  are  some  recommendations  that  the  Direct  Care  staff  might  make  to  the 
Individualized  Plaiming  Process?  On  a sheet  of  looseleaf  paper,  write  a list  of  some  of  the 
recommendations  that  might  be  made. 


Learning  Activity  2 

Supplementing  this  unit  is  a note  answering  the  same  question  you  addressed  in  Learning 
Activity  1 . This  note  is  written  in  draft  form  so  there  are  errors  that  would  need  to  be 
corrected  on  the  next  rewrite.  On  a sheet  of  looseleaf  paper,  write  a second  draft  of  this  note 
making  any  needed  corrections.  Think  about  the  following  as  you  are  editing  this  piece  of 
writing: 

1 . Are  all  of  the  words  spelled  correctly? 

2.  Are  all  of  the  sentences  correct? 

3.  Have  I corrected  any  sentence  fragments  or  run-on  sentences? 

4.  Is  the  punctuation  correct? 

5.  Are  verbs  used  correctly? 

6.  Do  the  subjects  and  verbs  agree? 

7.  Is  the  language  professional  rather  than  slang? 

8.  Are  the  paragraphs  well-organized? 

9.  Do  the  sentences  flow? 

10.  Are  all  of  the  ideas  presented  supported  with  enough  detail? 


Learning  Activity  3 

Now  look  at  the  list  you  made  in  Learning  Activity  1 . Are  there  any  important  points  in 
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your  list  that  were  not  included  in  the  note  you  rewrote  for  Learning  Activity  2?  On  a new 
sheet  of  looseleaf  paper,  write  a third  draft  of  this  note  and  include  any  important  points  of 
your  own  in  this  new  version  of  the  note.  When  you  are  finished,  do  a final  check  to  make 
sure  that  your  note  is  the  best  it  can  be. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  list  from  Learning  Activity  1 

• Your  note  from  Learning  Activity  2 

• Your  revised  note  from  Learning  Activity  3 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  5 
Indiyidualized  Planning  Process 
UNIT  42 

The  Manning  Process  in  Action 


Job  Context:  Presenting  a Case  at  an  Individualized  Planning  Process 
Conununication  Skills:  Writing  Skills;  Summarizing  Skills;  Interpersonal  Skills 
Objectives: 

• synthesize  information 

• identify  most  important  ideas 

• relay  accurate,  precise  information  in  writing 

• recognize  importance  of  advocating  for  individual 

• review  how  to  prepare  for  a meeting 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

In  this  unit  you  will  wimess  an  Individualized  Planning  Process  for  an  individual  who  is 
having  difficulty  eating.  You  will  see  the  importance  of  advocating  for  an  individual.  You  will 
also  review  how  to  prepare  for  a planning  meeting. 


Description  of  Videotape  Materials 


For  this  Learning  Activity  you  will  view  a videotape  segment  of  an  Individualized  Planning 
Process.  The  segment  is  on  Videotape  #1,  and  is  labeled  Segment  12*.  It  begins  at  1:44:30 
and  ends  at  1:48:29.  There  is  a short  pause  at  1:45:19.  There  are  two  meetings  shown  in  this 
tape.  The  first  meeting  ends  at  1:45:52.  The  second  meeting  is  a follow-up  to  the  first 
meeting  and  begins  at  1:45:53. 

There  are  many  different  workers  who  are  shown  on  this  tape  and  participate  in  the 
Individualized  Planning  Process.  They  are  as  follows  (in  the  order  they  appear  on  camera): 

Black  hair/yellow  sweater  — Direct  Care  worker 

Blond  hair/peach  sweater  — may  be  the  shift  Supervisor 

Male/black  sweater  — Supervisor 

Orange  jacket/striped  shirt/Debby  — Dietician 

Female/ green  jacket  — Staff  from  Day  Treatment  Program 

African-American  male/grey  jacket/Terry  — Nurse 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  5,  Unit  43).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  you  personal  opinions  or  experiences.  Any  information  you  give  will  be  kept 
confidential. 


Learning  Activity  1 

View  the  videotape  segment.  Now  view  the  videotape  segment  a second  time. 
Supplementing  this  unit  is  a worksheet  with  questions  on  this  videotape.  Answer  the 
worksheet  questions.  Review  the  videotape  as  many  times  as  you  need  to  help  you  in 
answering  the  questions. 


^ Team  Participation,  Copyright  1987,  New  York  State  Office  of  Mental  Retardation  and  Developmental 
Disabilities. 
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Learning  Activity  2 

The  Direct  Care  Worker  shown  in  this  videotape  plays  a very  active  role  in  advocating  for 
the  individual  she  works  with  and  presenting  her  individual's  case  at  the  team  meeting. 

Do  you  feel  she  is  correct  in  handling  the  simation  in  this  way?  Is  there  anything  she 
should  have  done  differently?  What  style  or  methods  do  you  use  when  advocating  for  the 
individuals  you  work  with? 

Write  an  e-mail  message  to  your  Instructor  discussing  these  issues.  Be  sure  to  edit  and 
spell-check  your  work  before  sending  it. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  worksheet  from  Learning  Activity  1 
Send  by  e-mail 

• Your  message  from  Learning  Activity  2 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  5,  UNIT  42 


Supplement 

Worksheet  for  Learning  Activity  1 


1 .  In  one  paragraph  only,  write  a summary  of  what  this  videotape  segment  is  about. 


2.  What  role  does  the  Direct  Care  Worker  play? 


3.  List  the  steps  that  were  followed  from  when  the  problem  was  first  noted  to  when  a solution 
was  found. 


4.  What  was  the  purpose  of  the  first  meeting? 


5.  What  was  the  purpose  of  the  second  meeting? 


6.  How  did  the  staff  prepare  for  the  second  meeting? 


7.  What  recommendations  were  made  at  the  Individualized  Planning  Process? 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  5 
Individualized  Planning  Process 
UNIT  43 

Practicing  Problem  Solving 


Job  Context:  Individualized  Planning  Process:  Problem-Solving  in  Job-Related  Situations 

Communication  Skills:  Reading  Comprehension;  Writing  Skills;  Interpersonal  Skills; 
Problem-Solving  Skills 

Objectives: 

• recognize  importance  of  advocating  for  individual 

• practice  writing  skills  - planning  for  writing,  note-taking 

• employ  problem-solving  strategies  - assessing  situations,  considering  alternative  solutions, 
decision-making 

• make  inferences 

• draw  conclusions  based  on  given  facts 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

One  of  the  major  roles  of  a Direct  Care  Worker  is  to  be  an  advocate  for  the  individuals  that 
he  or  she  works  with.  The  Direct  Care  Worker,  being  the  staff  member  that  works  most 
closely  with  each  individual,  is  an  important  part  of  the  Individualized  Planning  Process.  In 
addition,  throughout  the  workday,  situations  often  arise  in  which  the  Direct  Care  Worker  must 
make  decisions  that  will  best  meet  the  needs  of  the  individual. 


In  this  unit  you  will  practice  your  problem-solving  skills  by  determining  what  should  be 
done  in  various  job-related  situations.  It  is  often  necessary  to  read  descriptions  or  reports  very 
carefully  in  order  to  understand  the  important  details.  One  effective  strategy  is  to  read  a piece 
once  quickly  to  get  the  main  idea  and  then  read  again,  focusing  in  on  important  details. 
Reading  these  job-related  situations  carefully  with  an  eye  for  detail  will  help  you  arrive  at 
effective  solutions. 

Learning  Activities 

Some  of  these  Learning  Activities  ask  for  your  personal  opinions  or  experiences.  Any 
information  you  give  will  be  kept  confidential. 

Learning  Activity  1 

The  Supplement  to  this  unit  is  a worksheet  entitled  Problem-Solving  Strategies. 

Complete  the  problems  on  this  worksheet.  Try  to  use  a good  topic  sentence  and  supporting 
details  in  each  paragraph,  refer  to  the  Writing  Skills  Handbook.  Unit  16. 


Learning  Activity  2 

For  the  next  unit.  Unit  44,  you  will  be  asked  to  write  a three-minute  speech  advocating  for 
an  individual  you  work  with.  Bring  to  your  work  session  any  files,  notes,  logs,  etc.  on  one 
individual  you  work  with  as  you  will  need  that  information  for  the  Learning  Activities  in  Unit 
44. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheet  from  Learning  Activity  1 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  5,  UNIT  43 


Supplement 

Problem-Solving  Strategies  Worksheet 


Jean  is  a Direct  Care  Worker  at  a community  home.  Below  are  three  problems  that  Jean 
encountered  in  her  workday.  As  you  read  about  Jean,  think  about  what  Jean  should  do  in  each 
situation.  Then  write  about  what  Jean  should  do. 


Problem  1: 

Michael,  an  individual  in  Jean's  care,  used  to  have  good  eating  skills  until  he  got  aspiration 
pneumonia.  The  hospital  got  permission  from  Michael's  family  to  feed  Michael  through  a 
tube.  Jean  is  upset.  She  feels  that  Michael  doesn't  need  the  surgery.  She's  noticed  that  he 
hasn't  been  sick  recently.  Jean  feels  that  Michael  lacks  motivation  and  needs  to  work  more  on 
his  eating  skills. 

If  you  were  in  Jean's  situation,  what  would  you  do? 


Problem  2: 


Jean  and  her  supervisor,  Larry,  take  an  individual,  Marsha,  to  the  hospital  for  treatment. 
They  are  told  that  Marsha  must  receive  medication  for  treatment.  Jean,  who  is  med  certified, 
is  about  to  administer  the  medication  when  Larry  takes  it  from  her.  He  is  not  certified  to 
administer  the  medication  but  he  gives  it  to  Marsha  anyway. 

If  you  were  in  Jean's  situation,  what  would  you  do? 
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Problem  3: 


One  of  Jean's  colleagues,  a Direct  Care  Worker  named  Brian,  is  on  probation.  His  work 
performance  is  below  average.  Everyone  is  scared  by  the  rumors  they  have  heard  about  him 
It  is  said  that  he  assaulted  his  co-workers  at  his  last  place  of  employment. 

Roger,  an  individual  in  Jean's  care,  has  come  to  Jean  with  a complaint  about  Brian.  Roger 
says  that  Brian  called  him  a derogatory  name  and  used  a racial  slur.  Jean  has  gone  to  her 
supervisor,  Lany,  on  six  previous  occasions  concerning  client  care  given  by  Brian.  (Jean  is 
not  aware  that  Lany  has  never  done  anything  with  the  complaints  since  he  fears  Brian.) 

The  last  time  Jean  spoke  to  Lany,  Brian  found  out  and  told  her  that  if  there  were  another 
complaint  against  him,  he  would  "rearrange  her  face"  and  showed  her  a knife. 


If  you  were  in  Jean's  situation,  what  would  you  do? 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  5 
Individualized  Planning  Process 
UNIT  44 


Advocating  for  Individuals 


Job  Context:  Presenting  a Case  at  an  Individualized  Planning  Process  Meeting 
Communication  Skills:  Reading  Comprehension;  Writing  Skills;  Summarizing  Skills 
Objectives: 

• read  and  understand  forms  and  reports  that  are  part  of  an  individual's  case  record 

• synthesize  information 

• identify  most  important  ideas 

• use  correct  grammar  and  technical  vocabulary 

• relay  accurate,  precise  information  in  writing 

• state  ideas  and  express  feelings  in  a professional  manner 

• Take  accurate  notes 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  practice  preparing  to  advocate  for  an  individual  at  an  Individualized 
Planning  Process.  You  will  be  using  reading  comprehension  and  writing  skills  to  gather 
information,  take  accurate  and  complete  notes,  and  put  the  information  into  a report. 
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Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  5,  Unit  44).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

Look  over  all  of  the  material  — notes,  forms,  record,  files  — that  you  brought  for  this 
Learning  Activity.  Think  about  the  units  you  have  completed  in  this  Theme  Area.  What 
would  be  important  to  include  in  the  notes  you  would  use  as  the  basis  of  a presentation  you'll 
be  given  to  advocate  for  an  individual  in  an  Individualized  Planning  Process?  Using  your 
materials  as  a reference,  make  notes  on  important  information  that  should  be  included  in  your 
speech.  It  may  be  helpful  to  make  different  categories  for  your  notes,  such  as  social  skills  and 
communication  skills,  and  organize  the  information  in  this  way. 


Learning  Activity  2 

Write  an  e-mail  message  to  your  Instructor  in  which  you  advocate  for  an  individual  as  you 
would  in  a presentation  at  an  individualized  Planning  Process.  Use  your  notes  from  Learning 
Activity  1 to  develop  your  writing.  Pretend  that  your  speech  will  be  about  3 minutes  long. 
Edit  and  spell-check  your  message  before  sending  it. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  from  Learning  Activity  1 

• Your  written  presentation  from  Learning  Activity  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  6 
Medications 
UNIT  45 

Math  Review  (Operations  on  Whole  Numbers) 


Job  Context:  Using  Math  Skills  Related  to  Medications 
Communication  Skills:  Mathematical  Skills;  Problem-Solving 
Objectives: 

• review  addition,  subtraction,  multiplication,  division 

• apply  basic  math  skills  to  job-typical  problems 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

Many  tasks  required  of  Direct  Care  Workers  require  fluency  in  basic  math.  This  is 
particularly  true  in  the  area  of  medications.  In  this  unit,  and  in  the  two  units  that  follow,  you 
will  review  basic  math  functions.  For  this  unit  you  will  practice  operations  on  whole  numbers. 

Learning  Activities 

The  exercises  for  this  unit  are  on  computer  software.  The  name  of  the  program  is 
Introduction  to  Basic  Math. 

From  the  first  screen  you  will  see  the  Chapters.  The  next  screen  will  list  the  Sections. 
Once  you  choose  a section,  the  problems  for  that  section  will  be  loaded  onto  your  screen. 


As  you  are  working  on  a problem,  if  you  want  to  see  how  a problem  is  worked  out  you  can 
find  out  from  the  menu  bar  at  the  top  of  the  screen.  You'll  see  how  the  problem  is  worked  out 
mathematically.  You  can  also  get  an  explanation  of  how  a problem  is  done  from  the  menu  bar 
at  the  top  of  the  screen  by  clicking  detailed  help.  You  should  try  to  do  the  prohlems  on 
your  own  first  before  asking  the  computer  for  help. 

There  is  also  a built-in  calculator,  which  can  be  reached  from  the  menu  bar.  You  can  use 
this  calculator  when  you're  working.  You  may  also  want  to  keep  a scrap  piece  of  paper  by 
your  work  station  for  doing  calculations. 

If  you  are  working  on  a PC,  this  program  should  be  loaded  onto  your  computer.  You 
should  have  also  gotten  written  instructions  from  the  technology  specialist  describing  how  to 
start  the  program.  If  the  program  is  not  on  your  computer  or  if  you  don't  know  how  to  bring 
it  to  your  screen,  check  with  your  team  leader,  your  Instructor,  or  call  our  technology 
specialist.  Her  name  and  number  are  listed  in  the  front  of  your  Study  Guide. 

If  you  are  working  on  a terminal,  you  will  not  be  able  to  use  the  math  program  on  your 
computer.  Your  DDSO  may  have  arranged  for  you  to  have  access  to  a PC  that  is  loaded  with 
this  computer  software.  If  so,  do  this  unit  on  that  computer.  If  you  are  not  sure  whether  there 
is  a PC  you  can  use  for  this  exercise,  please  check  with  your  team  leader,  your  Instructor,  or 
call  our  technology  specialist.  Her  name  and  number  are  listed  in  the  front  of  your  Study 
Guide. 

If  you  do  not  have  access  to  a computer  loaded  with  the  math  program,  do  the 
exercises  on  the  colored  worksheets  in  your  worksheet  folder. 


Learning  Activity  1 

Complete  the  following  on  the  Introduction  to  Basic  Math  software: 

Chapter  1 Operations  on  Whole  Numbers 

• Section  2 Adding  Whole  Numbers 

Problems  17-23  (note:  Use  the  page  down  key  to  get  to  problem  17) 

• Section  3 Subtracting  Whole  Numbers 

Problems  17-23 

• Section  4 Multiplying  Whole  Numbers 
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Problems  17-23 


• Section  5 Dividing  Whole  Numbers 
Problems  17-23 


Learning  Activity  2 

If  you  have  any  difficulty  completing  the  problems  in  this  review,  you  may  want  to 
continue  practicing  by  completing  questions  1-16  in  each  section. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• A message  to  your  Instructor  telling  him  or  her  that  you  completed  this  unit  and  how 
you  did. 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  6 
Medications 
UNIT  46 

Math  Review  (Calculating  Percent) 
Job  Context:  Using  Math  Skills  Related  to  Medications 
Communication  Skills:  Mathematical  Skills;  Problem-Solving 
Objectives: 

• review  calculation  of  percent 

• apply  basic  math  skills  to  job-typical  problems 


Materials: 


• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  and  practice  calculation  of  percent.  Being  able  to  calculate 
percentages  is  important  when  dealing  with  medications  as  well  as  other  job-related  tasks  sych 
as  shopping. 


Learning  Activities 

The  exercises  for  this  unit  are  on  computer  software.  The  name  of  the  program  is 
Introduction  to  Basic  Math. 
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From  the  first  screen  you  will  see  the  Chapters.  The  next,  screen  will  list  the  Sections. 

Once  you  choose  a section,  the  problems  for  that  section  will  be  loaded  onto  your  screen. 

As  you  are  working  on  a problem,  if  you  want  to  see  how  a problem  is  worked  out  you  can 
find  out  from  the  menu  bar  at  the  top  of  the  screen.  You'll  see  how  the  problem  is  worked  out 
mathematically.  You  can  also  get  an  explanation  of  how  a problem  is  done  from  the  menu  bar 
at  the  top  of  the  screen  by  clicking  detailed  help.  You  should  try  to  do  the  problems  on 
your  own  first  before  asking  the  computer  for  help. 

There  is  also  a built-in  calculator,  which  can  be  reached  from  the  menu  bar.  You  can  use 
this  calculator  when  you're  working.  You  may  also  want  to  keep  a scrap  piece  of  paper  by 
your  work  station  for  doing  calculations. 

If  you  are  working  on  a PC,  this  program  should  be  loaded  onto  your  computer.  You 
should  have  also  gotten  written  instructions  from  the  technology  specialist  describing  how  to 
start  the  program.  If  the  program  is  not  on  your  computer  or  if  you  don't  know  how  to  bring 
it  to  your  screen,  check  with  your  team  leader,  your  Instructor,  or  call  our  technology 
specialist.  Her  name  and  number  is  listed  in  the  front  of  your  study  guide. 

If  you  are  working  on  a terminal,  you  will  not  be  able  to  use  the  math  program  on  your 
computer.  Your  DDSO  may  have  arranged  for  you  to  have  access  to  a PC  that  is  loaded  with 
this  computer  software.  If  so,  do  this  unit  on  that  computer.  If  you  are  not  sure  whether  there 
is  a PC  you  can  use  for  this  exercise,  please  check  with  your  team  leader,  your  Instructor,  or 
call  our  technology  specialist.  Her  name  and  number  are  listed  in  the  front  of  your  Study 
Guide. 

If  you  do  not  have  access  to  a computer  loaded  with  the  math  program,  do  the 
exercises  on  the  colored  worksheets  in  your  worksheet  folder. 


Learning  Activity  1 

Complete  the  following  on  the  Introduction  to  Basic  Math  software: 
Chapter  5 Using  Percents 

• Section  4 Solving  Percent  Problems 

• Section  5 Application  of  Percent 
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Learning  Activity  2 


If  you  have  any  difficulty  completing  the  problems  in  this  review,  you  may  want  to 
continue  your  practice  by  completing  Section  1 (changing  a percent  to  a fraction  or  decimal) 
and  Section  2 (changing  a decimal  to  a fraction  or  a percent). 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• A message  to  your  Instructor  telling  him  or  her  that  you  completed  this  unit  and  how 
you  did 


(This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  6 
Medications 
UNIT  47 

Math  Review  (Converting  to  the  Metric  System) 
Job  Context:  Using  Math  Skills  Related  to  Medications 
Communication  Skills:  Mathematical  Skills;  Problem-Solving 
Objectives: 

• practice  conversion  of  measurement  units  to  the  metric  system 

• apply  basic  math  skills  to  job-typical  problems  


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

Converting  measurements  to  the  metric  system  is  a skill  that  is  needed  in  determining 
medication  dosage.  In  this  unit  you  will  practice  conversion  of  measurement  units  to  the  metric 
system. 


Learning  Activities 

The  exercises  for  this  unit  are  on  computer  software.  The  name  of  the  program  is 
Introduction  to  Basic  Math. 


From  the  first  screen  you  will  see  the  Chapters.  The  next  screen  will  list  the  Sections. 

Once  you  choose  a section,  the  problems  for  that  section  will  be  loaded  onto  your  screen. 

As  you  are  working  on  a problem,  if  you  want  to  see  how  a problem  is  worked  out  you  can 
find  out  from  the  menu  bar  at  the  top  of  the  screen.  You'll  see  how  the  problem  is  worked  out 
mathematically.  You  can  also  get  an  explanation  of  how  a problem  is  done  from  the  menu  bar 
at  the  top  of  the  screen  by  clicking  detailed  help.  You  should  try  to  do  the  problems  on 
your  own  first  before  asking  tbe  computer  for  help. 

There  is  also  a built-in  calculator,  which  can  be  reached  from  the  menu  bar.  You  can  use 
this  calculator  when  you're  working.  You  may  also  want  to  keep  a scrap  piece  of  paper  by 
your  work  station  for  doing  calculations. 

If  you  are  working  on  a PC,  this  program  should  be  loaded  onto  your  computer.  You 
should  have  also  gotten  written  instructions  from  the  technology  specialist  describing  how  to 
start  the  program.  If  the  program  is  not  on  your  computer  or  if  you  don't  know  how  to  bring 
it  to  your  screen,  check  with  your  team  leader,  your  Instructor,  or  call  our  technology 
specialist.  Her  name  and  number  are  listed  in  the  front  of  your  Study  Guide. 

If  you  are  working  on  a terminal,  you  will  not  be  able  to  use  the  math  program  on  your 
computer.  Your  DDSO  may  have  arranged  for  you  to  have  access  to  a PC  that  is  loaded  with 
this  computer  software.  If  so,  do  this  unit  on  that  computer.  If  you  are  not  sure  whether  there 
is  a PC  you  can  use  for  this  exercise,  please  check  with  your  team  leader,  your  Instructor,  or 
call  our  technology  specialist.  Her  name  and  number  are  listed  in  the  front  of  your  Study 
Guide. 

If  you  do  not  have  access  to  a computer  loaded  with  the  math  program,  do  the 
exercises  on  the  colored  worksheets  in  your  worksheet  folder. 


Learning  Activity  1 

Complete  the  following  on  the  Introduction  to  Basic  Math  software: 
Chapter  6 U.S.  and  Metric  Measurements 

• Section  7 Conversion  Between  U.S.  and  Metric  Measures 

• Section  8 Review  Section 
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Learning  Activity  2 

You  may  also  want  to  continue  practicing  by  reviewing  Section  6 (Metric  Measurements  of 
Capacity). 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  e-mail 

• A message  to  your  Instructor  telling  him  or  her  that  you  completed  this  unit  and  how 
you  did. 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  6 
Medications 
UNIT  48 

Using  Math  to  Solve  Problems  and  Medication  Administration 


Job  Context:  Using  Math  Skills  Related  to  Medications 
Communication  Skills:  Mathematical  Skills;  Problem-Solving 
Objectives: 

• apply  basic  math  skills  to  job-typical  problems 

• convert  measurements  to  the  metric  system 

• calculate  percents 

• add,  subtract,  multiply,  and  divide  whole  numbers,  decimals,  and  fractions 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit,  you  will  practice  applying  the  math  skills  you  reviewed  in  Units  45  - 47  to 
actual  problems  of  medication  administration. 


Learning  Activity 

Supplementing  this  section  is  a worksheet  with  12  problem  solving  questions.  Read  the 
questions.  On  the  worksheet,  provide  the  answers  and  how  you  figured  them  out. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor  by  regular  mail: 


• Your  answer  sheet  for  the  Learning  Activity 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


Theme  Area  6,  Unit  H8'"  Supplement 
Medications  Problem  Solving' 


NAME:  DATEi 

1.  If  the  bottle  Is  labeled  ELIXIR  DONNATAL  and  the  doctor's 
orders  reads,  "1/2  teaspoonful  four  times  a day,  "how  much 
would  you  give  and  how  often  would  you  give  It? 

2.  The  bottle  Is  labeled  TETRACYCLINE  SYRUP  50  mg/cc  and  the 
doctor's  order  reads,  "tetracycline  syrup  225  mg.  every  6 
hours."  If  4.5CC  Is  equal  to  1 teaspoon,  how  many  teaspoons 
and  how  often  would  you  give  them? 

3.  If  the  bottle  Is  labeled  MELLARIL  TABLETS  15  mg.  and  the 
doctor's  order  reads,  "Mellaril  45  mg.  three  times  a day,"  how 
many  tablets  will  you  give  and  how  often  will  you  give  them? 

4.  If  the  bottle  Is  labeled  PENICILLIN  TABLETS  50,000  Units  and 
the  doctor's  order  reads,  "Penicillin  25,000  Units  every  4 
hours  for5  days,"  how  many  tablets  will  you  give  and  how  often 
will  you  give  them? 

5.  If  the  bottle  Is  labeled  COMPAZINE  TABLETS  5 mg.  and  the 
doctor's  order  reads  "Compazine  20  mg.  twice  dally,"  how  many 
tablets  will  you  give  and  how  often  will  you  give  them? 

6.  If  the  bottle  Is  labeled  DILANTIN  CAPSULES  64  mg.  and  the 
doctor's  order  reads^  "Dilantin  128  mg.  4 times  a day,"  how 
many  capsules  would  you  give  and  how  often  would  you  give  them? 

7.  The  bottle  Is  labeled  PHENOBARBITAL ELIXIR  10  mg./cc  and  the 
doctor's  order  reads,  "Phenobarbltal  Elixir  90  mg.  twice 
dally."  If  4.5  cc  Is  equal  to  1 teaspoon,  how  many  teaspoons 
would  would  you  give  and  how  often  would  you  give  them. 

8.  If  the  bottle  Is  labeled  ELIXIR  TERPIN  HYDRATE  and  the  doctor's 
order  reads,  "Elixir  Terpln  Hydrate  1 dram  every  6 hours,  "how 
much  would  you  give  and  how  often  would  you  give  It? 

9.  If  the  bottle  Is  labeled  DIGOXIN  TABLETS  0.5  mg.  and  the 
doctor's  order  reads,  "Dlgoxln  0.25  mg.  after  meals,"  how  many 
tablets  will  you  give  and  how  often  will  you  give  them. 

10«  If  the  bottle  Is  labeled  CASCARA  LIQUID  and  the  doctor's  order 
reads,  2 teaspoonfuls  at  bedtime  whenever  necessary,"  how  many 
teaspoonfuls  will  you  give  and  how  often  will  you  give  them? 

13*  If  the  bottle  Is  lebeled  PHENOBARTITAL  TABLETS  1 grain  each  and 
the  doctor's  order  reads,  "Phenobarbltal  2 grains  three  times 
a day,"  how  many  tablets  would  you  give  and  how  often  would  you 
give  them? 

12 « If  the  bottle  Is  labeled  TETRACYCLINE  CAPSULES  25  mg.  and  the 
doctor's  order  reads  "Tetracycline  Capsules  100  mg.  three  times 
a day,  " how  many  capsules  will  you  give  and  how  often  will  you 
give  them? 

'developed  by  Brooklyn  DDSO  Staff  Development 
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THEME  AREA  6,  UNIT  48 


Medication  Problems  Worksheet 


Name Date 


1.  Answer 


How  I figured  problem  out 


2. 


Answer 

How  I figured  problem  out 


3.  Answer 

How  I figured  problem  out 
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4.  Answer 


How  I figured  problem  out 


5.  Answer 


How  I figured  problem  out 


6.  Answer 


How  I figured  problem  out 


7.  Answer 


How  I figured  problem  out 
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8.  Answer 


How  I figured  problem  out_ 


9.  Answer 


How  I figured  problem  out 


10.  Answer 


How  I figured  problem  out 


11.  Answer 


How  I figured  problem  out 
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12.  Answer 


How  I figured  problem  out 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  6 


Medications 
UNIT  49 


Writng  Skills  (Numbers  and  Abbreviations) 
Job  Context:  Writing  Medical  Notes 
Communication  Skills:  Writing  Skills 
Objectives: 

• write  figures,  times,  percentages,  and  dates  correctly 

• use  correct  abbreviations  in  writing 


Materials: 


• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Writing  Skills  Handbook 


Introduction 

In  formal  writing,  such  as  medical  notes  and  reports,  there  is  a standard  way  to  write 
numbers,  addresses,  times,  and  percentages.  In  addition,  there  are  rules  of  acceptable 
abbreviations.  In  this  unit,  you  will  review  how  to  write  numbers  and  use  abbreviations  in 
your  writing. 
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Learning  Activity  1 


For  this  Learning  Activity,  you  will  be  using  your  Writing  Skills  Handbook.  Study 
Chapter  11  on  numbers,  pp.  81  - 83. 

Turn  to  your  packet  of  Writing  Skills  Handbook  worksheets.  The  worksheets  are  on 
colored  paper.  Complete  the  worksheet  that  is  labeled  ll:Numbers,  on  pages  105  and  106. 
Complete  the  first  set  and  the  second  set. 


Learning  Activity  2 

Chapter  12  of  the  Writing  Skills  Handbook,  pp.  84  - 86,  reviews  rules  for  abbreviations. 
Section  12a  and  sections  12f  - 12i  are  most  applicable  to  the  writing  you  do  as  a Direct  Care 
Worker.  Study  these  sections.  Refer  to  this  chapter  as  you  edit  your  writing  on  the  job  and 
while  you  are  working  on  this  program. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheet  from  Learning  Activity  1 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


317 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  6 
Medications 
UNIT  50 


Writing  Practice 

Job  Context:  Writing  Medical  Notes 
Communication  Skills:  Writing  Skills 
Objectives: 

• relay  accurate,  precise  information  in  writing 

• use  correct  spelling,  sentence  structure,  and  verb  form 


Materials: 


• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

For  this  unit,  you  will  practice  your  writing  skills  by  writing  a message  to  your  e-mail 
partner  on  a medication  topic. 


Learning  Activity 

Write  a message  to  your  e-mail  partner  with  a "cc"  to  your  Instructor.  Write  about  an 
experience  you've  had  with  medication.  Your  experience  can  be  one  you  had  as  a Direct  Care 
Worker  on  the  job  or  one  you  have  had  in  your  personal  life. 
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For  example,  you  may  have  been  a witness  to  someone  administering  a medication  the 
wrong  way.  In  your  personal  life  you  may  have  had  an  allergic  reaction  to  a medication  and 
had  to  convince  the  doctor  to  change  your  prescription. 

Edit  your  work.  Use  complete  sentences.  Check  to  see  if  your  subjects  and  verbs  agree. 
Do  your  ideas  flow  in  a logical  order?  Use  the  checklists  from  previous  units  to  make  sure 
your  work  is  correct.  Use  the  All-In-One  Spell-Check  to  check  your  spelling  before  sending 
the  message. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• A copy  of  the  e-mail  message  to  your  e-mail  partner 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  6 
Medications 
UNIT  51 

Writing  Medical  Notes 


Job  Context:  Writing  Medical  Notes 
Communication  Skills:  Writing  Skills 
Objectives: 

• distinguish  between  significant  and  irrelevant  information 

• relay  accurate,  precise  information  in  writing 

• use  technical  vocabulary  correctly 

II* *  use  correct  spelling,  sentence  structure,  and  verb  form 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

In  this  unit  you  will  practice  writing  a medical  note  on  a situation  you  observe  on 
videotape. 


Description  of  Videotape  Materials 

The  videotape  segment  shows  a Direct  Care  Worker,  Mike,  talking  to  an  individual, 
Clifford,  who  came  back  to  his  group  home  with  an  injured  foot. 


The  videotape  for  this  unit  is  on  Tape  #1  and  is  labeled  Segment  13'.  It  begins  at  1:48:35 
and  ends  at  1:55:02.  The  words  "End  of  Segment  13"  appear  when  the  segment  is  over.  This 
is  the  last  segment  on  Tape  #1. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  ft  (Theme 
Area  6,  Unit  51).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

Before  watching  the  videotape,  think  about  the  kinds  of  information  that  would  be 
important  to  include  in  a medical  note.  On  a sheet  of  looseleaf  paper,  make  a list  of  the 
important  information  you  would  put  in  a note. 


Learning  Activity  2 

1.  View  Segment  13.  What  was  mentioned  in  the  tape  that  would  be  important  to  include  in  a 
medical  note?  Make  a list  of  the  important  information. 

2.  View  Segment  13  a second  time.  Add  to  your  list  any  additional  information  that  would  be 
important  to  include  in  a medical  note. 

3.  View  Segment  13  a third  time.  As  you  view,  add  to  your  list  any  important  information 
that  you  missed  on  the  first  and  second  viewing. 

4.  Now  turn  to  Supplement  1 at  the  end  of  this  unit.  Supplement  1 is  a list  of  the  important 
information  that  would  go  in  a medical  note.  Check  off  the  points  that  are  also  on  your 
list.  Add  any  information  you  missed  to  your  list. 

5.  Now  that  you  have  a complete  list,  you  may  wish  to  view  the  videotape  a fourth  time. 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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Learning  Activity  3 

Use  your  list  from  Learning  Activity  2 to  write  a medical  note.  Write  the  medical  note 
using  the  All-In-One  system.  Before  e-mailing  your  medical  note  to  your  Instructor,  be  sure 
to  edit  and  spell-check  your  work. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Notes  from  Learning  Activity  1 

• Supplement  from  Learning  Activity  2 
Send  bv  e-mail 

• Medical  note  from  Learning  Activity  3 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


THEME  AREA  6,  UNIT  51 


Supplement 

Important  Information  for  Medical  Note 


Videotape  #1,  Segment  13 


Check  if 
included  in 
your  list 


Right  foot  more  swollen  than  left  foot 

Mike  checks  for  injury  — compares  injured  foot  to  other  foot 
(NOTE:  Mike  — Direct  Care  Worker;  Clifford  — individual;  John  may 
be  the  nurse) 

Mike  calls  John 

Mike  tells  Clifford  to  stay  home  tonight 
Clifford  says  his  foot  hurts  at  the  ankle 
Foot  is  not  discolored 
Clifford  walks  with  a limp 
Right  ankle  puffy 

Mike  observes  that  Clifford  doesn't  look  like  he's  in  a lot  of  pain 
Will  soak  legs  in  water  and  epsom  salts 

Will  keep  Clifford  home  from  program  tomorrow  to  be  examined  by 
John 

John  may  want  to  take  Clifford  to  be  x-rayed  depending  on  the  results  of 
his  examination 


Clifford  says  he  fell  down  steps  and  hit  his  leg  by  the  gas  station  last 
night.  (NOTE;  Accept  anything  you've  written  that  is  similar  to  this. 
Clifford's  voice  on  the  tape  is  hard  to  understand.  This  translation  may 
not  be  completely  accurate.) 

Clifford  walked  around  all  day  on  injured  ankle. 


NOTE:  There  are  two  things  that  were  said  by  staff  workers  on  the  tape  that  are 
interpretations  and  shouldn't  go  in  a medical  note. 

1 . A staff  person  says,  "That's  what  happened  when  I sprained  my  ankle. " Writing  that 
Clifford  sprained  his  ankle  would  be  making  an  interpretation.  Instead,  write  what  you 
observed:  Clifford's  ankle  is  swollen,  he  limps  when  he  walks,  his  foot  hurts. 

2.  Mike  says,  "Probably  got  swollen  by  walking  around  all  day. " In  your  notes  you  can  say 
that  Clifford  walked  around  all  day  on  his  injured  ankle  but  you  cannot  draw  the 
conclusion  that  Mike  stated  above. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  6 
Medications 
UNIT  52 

Vocabulary  Review  and  Documenting  Symptoms 
Job  Context:  Writing  Medical  Notes 

Communication  Skills:  Writing  Skills,  Development  of  Technical  Vocabulary 
Objectives: 

• relay  accurate,  precise  information  in  writing 

• review  technical  vocabulary 

• recognize  pertinent  information 

• understanding  vocabulary  from  context 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

In  this  unit  you  will  review  medical  terms  that  you  may  find  or  use  in  medical  notes.  In 
addition,  you  will  review  how  to  document  specific  observable  physical  symptoms.  You  will 
be  writing  precise  descriptions.  You  will  be  using  descriptive  words  to  convey  an  accurate 
picture. 


Learning  Activities 


Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  6,  Unit  52).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

Supplementing  this  unit  is  a list  of  medical  terms.  Review  these  terms.  Answer  the 
questions  on  the  worksheet  that  follows. 


Learning  Activity  2 

Are  any  of  these  medical  terms  ones  that  you  come  across  often  in  your  work  or  that  you 
want  to  make  part  of  your  writing  vocabulary?  If  so,  make  a word  card  for  those  words  and 
include  them  in  your  word  box.  As  you  continue  working  on  the  units  in  this  Theme  Area, 
make  a word  card  for  the  medical  terms  you  want  to  learn  better.  Try  to  figure  out  the  word 
by  reading  the  sentences  that  come  before  and  after  the  word  in  the  text.  Use  your  dictionary 
to  check  the  meaning. 


Learning  Activity  3 

Supplement  2 is  a chart  listing  a number  of  symptoms  that  your  individuals  may  have. 

You  are  given  the  definition  and  what  to  document  for  each  symptom.  The  important  thing  to 
remember  is  to  document  in  detail  what  you  observe  without  interpretation.  For  example,  if 
an  individual  appears  to  be  in  a coma,  your  medical  notes  should  not  say,  "John  was  found  in 
a coma. " Instead,  describe  the  symptoms:  "John  cannot  be  awakened.  He  has  no  blink 
reflex. " 

Study  Supplement  2.  Then  answer  the  questions  on  the  worksheet  that  follows. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  answer  sheet  for  Learning  Activities  1 and  3 
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I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  6,  Unit  52. 
Supplement  1 


c 


MEDICAL  TERMS 


c 


MEDICATION  THERAPY 

Treatment  by  use  of  substances  that  cure,  prevent,  or 
help  relieve  symptoms  of  disease. 

GENERIC  NAME 

A simplified  version  of  the  chemical  name. 

BRAND /TRADE  NAME 

The  name  given  the  drug  by  the  manufacturer. 

LOCAL  ACTION 

The  effects  of  the  medication  are  limited  to  the-  sight 
of  the  application. 

SYSTEMIC /GENERAL  ACTION 


The  effects  of  the  medication  will  be  carried 
throughout  the  body  by  the  bloodstream. 

ENTERIC  COATED  TABLET 


Coating  that  prevents  the  medication 
dissolved  until  it  is  in  the  intestines. 
THESE  TABLETS.- 


from  being 
NEVER  CRUSH 


TIME  RELEASE  CAPSULE 

Allows  the  medication  effects  to  continue  at  the  same 
level  over  a long  period  of  time,  usually  12  - 24 
hours.  NEVER  CRUSH  OR  OPEN  THESE  CAPSULES. 


c 
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Medical  Terms 


DESIRED  EFFECT 

The  medication  is  working  as  expected. 

SIDE  EFFECT 

Effects  of  medication  other  than  the  desired  effect  for 
which  the  medication  is  given.  May  be  harmful 
beneficial  or  neutral.  ' 

TOXIC  EFFECT 

Blood  level  of  medication  is  too  high. 

ALLERGIC  REACTION 


A response  to  a medication  that  can  be  immediate  and 
life-threatening  or  delayed  and  slow  to  appear. 


OBJECTIVE  SYMPTOMS 


The  changes . or  symptoms 
through  observation. 


a staff  person  can  detect 


SUBJECTIVE  SYMPTOMS 


The  changes  or  symptoms  which  are  experienced  only  by 
the  person.  ' 

STOP  DATE 


Date  when  doctor's  order  runs 
are  ordered  for  28  days, 
medication  sheet.  Also  know  as 


out..  Most  medications 
Always  found  on  the 
D/C  date. 


EXPIRATION  DATE 


pate  on  the  medication  package  which  indicates  it  is  no 
longer  potent  or  useful. 

NURSING  IMPLICATION 

Important  information  regarding  administration  of  a 
medication,  observations  of  effects  or  side  effects,  or 
specific  care  of  an  individual  while  on  a given 
medication. 


/ 

i 


From:  Fingerlakes  DDSO  (Monroe  DDSO)  Medication  Course 
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THEME  AREA  6,  UNIT  52 


Learning  Activity  1 
Worksheet 


1 .  What  would  be  an  example  of  a medication  therapy? 


2.  Think  of  a product  you  use  at  work.  Write  its  brand  or  trade  name. 


3.  What  does  systemic  mean?  (use  your  own  words) 


4.  What  type  of  capsule  or  tablet  should  never  be  crushed? 


5.  What  would  be  an  example  of  a side  effect? 


6.  The  words  "objective,"  "subjective,"  and  "implication"  are  also  used  in  non-medical 
language.  What  do  you  think  these  words  mean  from  the  context?  Look  up  the  meaning 
in  your  dictionary. 


Theme  Area  6,  Unit  52- 
Supplement  2 

SYMPTOM  DEHNITION  WHAT  TO  DOCUMENT 
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THEME  AREA  6,  UNIT  52 


Learning  Activity  3 
Worksheet 


Pick  five  of  the  symptoms  on  the  list  in  Supplement  2.  Pretend  you  observe  an  individual  with 
each  symptom.  How  would  you  describe  the  symptoms  in  your  reports  or  notes?  Write  a 
description  for  each  of  the  symptoms  you  picked. 

For  example: 

Chills 

Bill  was  found  shivering  at  11  PM.  He  was  holding  his  head  tightly  across  his  body  and  his 
teeth  were  chattering.  He  did  not  seem  to  be  able  to  stop.  It  was  not  clear  how  long  he  was 
shivering.  He  seemed  okay  the  last  time  a staff  member  observed  him  at  10:30  PM.  He 
continued  shivering  for  45  minutes.  An  oral  temperature,  taken  at  11:15,  was  97.6. 
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STUDY  GUIDE 

THEME  AREA  6 
Medications 
UNIT  53 

Reading  Medication  Labels 
Job  Context:  Knowledge  of  Types  of  Medications 
Conununication  Skills:  Following  Directions;  Reading  Comprehension 

Objectives: 

• follow  directions 

• review  medication  labels 

• practice  locating  information  on  medications 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

This  unit  provides  practice  reading  medication  labels. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  6,  Unit  53).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  which  part  of  this  unit  it  applies  to. 


Learning  Activity  1 


Supplementing  this  unit  is  a sample  medication  label.  Read  this  label.  After  reading  it 
once,  read  it  a second  time.  Underline  the  information  in  the  label  that  would  be  important  to 
remember  when  you  are  giving  this  medication  to  an  individual  in  your  care. 

Answer  the  questions  on  the  worksheet  provided  in  the  supplement  section. 


Learning  Activity  2 

Choose  a medication  from  your  worksite  or  from  your  own  medicine  cabinet  at  home 
(other  than  acetaminophen).  On  a sheet  of  looseleaf  paper  write  the  market  name  and 
description  of  the  medication  you  have  chosen.  Then  answer  the  same  five  questions  you 
answered  for  Learning  Activity  1 for  the  medication  you  have  chosen. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  worksheet  from  Learning  Activity  1 

• The  answers  to  the  questions  about  the  medication  you  chose  for  Learning 
Activity  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over,  you  may  want  to  take  time  to  review  and  check  your  work. 


Theme  Area  6,  Unit  53  “ Supplement 

MEDICATIONS  AND  RELATED  ISSUES 


SAMPLE  MEDICATION  LABEL 


FRONT:  MARKET  NAME 


—■tod  with 
printed  foil 
under  emp  for 
your  protection 


PAIN  REUEVER 
Without  Aspirin 
(ACETAMINOPHEN) 

100  Tablets,  325  MG.,  (5GR.)  Each 


BACK: 


This  product  provid—  temporery  relief  of  simple  headache,  minor 
muscular  aches,  the  aches  and  patra  associated  with  bursitis, 
neuralgia,  sprains,  overexertion,  menstrual  cramps,  and  from  the 
discomfort  of  fever  due  to  oolds  and  *flu*.  Atoo  for  temporary  relief  of 
minor  ach—  and  pains  of  arthritis  ai>d  rheumatism.  (Caution:  If  pain 
persists  for  mors  than  10  deys,  or  redn— t is  present,  or  In  arthritic  or 
fheumatte  conditions  sffeelinQ  ehildrsn  undsr  12  years  of  age,  eonault 
e physician  immediately.) 


This  product  oontams  no  aapirm; — 

stomach  upset  or  gastric  Irritation  associated  with  — pirin  artd  aspirin 
compounds,  it  may  be  safely  used  by  persons  with  peptic  uieer  when 
taken  as  directed  for  recomrrtended  conditions.  It  is  not  likely  to 
eau—  a reaction  In  tho—  who  are  aUergie  to  aspirirt. 


DOSAGE:  Adults  1 to  2 tablets  3 or  4 ttm— daily.  Children  (6-12)  1/2 
to  1 tablet  3 or  4 tim—  daily.  Oo  not  give  to  children  urtder  6 years 
of  aga  or  u—  for  more  than  10  dcya  unto—  directed  by  e physician. 


WARNING:  KEEP  THIS  AND  ALL  UEDiaNES  OUT  OP  THE 

REACH  OF  CHILDREN  IN  CASE  OF  ACCIDENTAL  OVERDOSE, 
CONTACT  A PHYSICIAN  IMMEDIATELY.  AS  WITH  ANY  DRUG,  IF 
YOU  ARE  PREGNANT  OR  NURSING  A BABY,  SEEK  THE  ADVICE 
OF  A HEALTH  PROFESSIONAL  BEFORE  USING  THIS  PRODUCT. 


ACTIVE  INGREDIENT:  325  mg  Aeetaminophan.  9CQ26 

0CPQ2/93 

Diatributad  by  the  Super  Market  Company,  Itk. 

Any  City.  NY  00000 


From:  Finger  Lakes  DDSO  (Monroe  DDSO)  Medication  Course 
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Theme  Area  6,  Unit  53"  Supplement 


MEDICATIONS  AND  RELATED  ISSUES 


Refer  to  the  sample  medication  label  and  answer  the  following: 

a.  What  is  this  medication  and  for  what  condition  would  it  be  taken? 


b.  The  directions  for  its  use  are: 


c.  List  at  least  five  medical  conditions  when  this  product  should  not  be  used 
except  under  tf»e  advice  and  supervision  of  a physician. 


d.  List  additionai  warnings: 


e.  Except  under  the  advice  and  supenrision  of  a physician,  this  medication 
should  not  be  taken  by  a person  who  i$ 


From:  Fiiifer  Lakes  DDSO  (Monroe  DDSO)  Medication  Course 
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THEME  AREA  6 
Medications 
UNIT  54 

Administering  Medication 
Job  Context:  Medication  Administration 
Communication  Skills:  Following  Directions;  Writing  Skills 

Objectives: 

• follow  directions 

• practice  writing  skills 

• assess  correctness  of  work 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #2 


Introduction 

In  this  unit  you  will  view  a Direct  Care  Worker  administering  medications  and  review  the 
steps  involved  in  med-administration. 


Description  of  Videotape  Materials 

For  this  Learning  Activity  you  will  view  a videotape  segment  of  a Direct  Care  Worker 
administering  medications.  The  segment  is  15  minutes  long.  The  segment  is  on  Videotape  itl. 
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and  is  labeled  Segment  14‘.  It  begins  at  00:00:30  and  ends  at  00:15:36. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  6,  Unit  54).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

Have  you  had  any  experience  administering  medication?  If  you  have,  write  a few 
paragraphs  about  your  experiences  on  a sheet  of  looseleaf  paper.  What  are  the  steps  that  are 
necessary  to  follow  when  administering  medication?  If  you  know  these  steps,  make  a list  of 
the  steps  on  a second  sheet  of  paper. 


Learning  Activity  2 

View  segment  14.  Label  a sheet  of  paper  "Steps  to  Follow  in  Administering  Medication. " 
As  you  view  the  videotape  a second  time,  list  the  steps  the  Direct  Care  Worker  follows  when 
administering  medications.  Stop  the  tape,  rewind,  and  review  as  often  as  necessary  to  get  the 
information  you  need. 

Continue  viewing  and  adding  to  your  list  until  you  get  to  the  point  where  the  Direct  Care 
Worker  is  administering  medication  to  the  fourth  individual  (the  first  female  individual) 
located  at  00: 1 1 : 1 1 . 


Learning  Activity  3 

Fast  forward  the  tape  to  00:11:11  and  view  to  the  end  of  the  Segment  at  15:36.  On 
another  sheet  of  looseleaf  paper,  list  the  steps  the  Direct  Care  Worker  follows  when  she 
finishes  administering  the  medication. 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  Yoek  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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Learning  Activity  4 

As  a supplement  to  this  section  is  a list  of  the  steps  the  Direct  Care  Worker  follows  when 
administering  medications.  Check  this  list  against  your  own  list.  How  many  of  the  steps  did 
you  include?  Put  a check  mark  on  the  supplement  next  to  all  of  the  steps  that  are  included  in 
your  list.  If  you  wish,  you  can  view  the  videotape  again  to  find  the  steps  that  you  missed. 


Learning  Activity  5 

Is  there  anything  the  Direct  Care  Worker  does  on  this  tape  that  is  unsafe  or  that  you  would 
have  done  differently?  For  example,  at  the  beginning  of  the  tape  the  Direct  Care  worker 
leaves  some  medication  on  the  desk  while  putting  the  blister  pack  away  in  the  closet  located  at 
the  other  end  of  the  room.  It  appears  that  the  medication  on  the  desk  is  unguarded  for  this 
short  period  of  time.  Is  this  a problem?  From  your  experience,  is  there  anything  in  the  tape 
that  was  done  incorrectly  or  could  be  improved?  On  a sheet  of  looseleaf  paper,  write  a 
paragraph  or  two  about  this. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  notes  from  Learning  Activities  1,  2,  3,  and  5 

• Your  Worksheet  from  Learning  Activity  4 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


THEME  AREA  6,  UNIT  54 


Supplement 

Steps  for  Medication  Administration  on  Segment  14 
Check  the  steps  that  are  included  in  your  list. 

Unlocks  small  cabinet 


Takes  out  medication  — controlled  drugs 


Takes  out  bowl 


Writes  in  controlled  drug  log  — date,  time,  signature 


Puts  medication  in  bowl 


Writes  in  log 


Puts  controlled  medication  back  in  small  cabinet 


Locks  cabinet 


Writes  in  log 


Takes  out  purple  log  book 


Takes  out  basket  with  medications 


Checks  records  in  purple  log  book 
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Crushes  pills 


Puts  medication  in  paper  cup 
Adds  applesauce  to  cup 

Calls  for  individual,  Eddie,  and  administers  medication 


Prepares  medication  for  Andrew  (off  screen  — can't  see) 
Gives  medication  to  Andrew 


Checks  chart  for  next  individual 


Takes  out  blister  pack  of  medication 
Writes  on  chart 


Writes  on  blister  pack 
Puts  pill  in  cup 

Calls  for  individual,  Roberto,  and  administers  medication 


Puts  lotion  on  hands  (washes  hands?) 

Gives  medication  to  female  individual  (did  not  see  preparation  on 
screen) 


O 
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Steps  Taken  When  Finished  Administering  Meds 


Wipes  out  bowl 


Puts  medications  away 


Lx)cks  cabinet 
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Ail  non-controlled  medications  shall  reopens, 

according  *o  “Dr  Pn-i  shall  be  discarded 
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diuretics  shall  have  weights 
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individuil^soH^r.*'?  supplement  will  have  an 

^rd^rid^bi  theThi:icran“°"'^°“"®  - 
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, . HEALTH  AND 

NURSING  SERVICES 

jcSSUINC  UNIT/0E?7^ISCIPL1N£/SERV«C£; 
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NURSING  . 

ADMINISTRATION  OF  ORAL  MEDICATIONS 

10.  w.pecial  instructions  such  as  crush,  shake  bottle,  etc 
must  be  clearly  stated  on  the  medication  administration 
sheet  as  well  as  on  the  medication  container. 

11.  Special  vehicles  to  assist  medication  administration  must 

pudding,  applesauce,  honey, 
thickened  liquids,  cakes  or  other  sweets  ),  after 

consultation  with  the  ITT  members. 

^2.  Process  for  approval  of  special  veh i c 1 es  to  assist  with 
medication  administration : 


a.  The  ITT  will  meet  and  recommend  the  special  vehicle 
to  assist  with  the  medication  administration . 

b.  The  physician  well  order  the  special  vehicle  to 
assist  in  the  medication  administration  ( i.e. 
applesauce,  pudding,  honey,  thickened  liquids,  cake 
or  any  other  vehicle  deemed  appropriate  by  the  ITT. 

c.  The  order  for  these  vehicle  will  appear  on,  ( 69R  ), 
physicians  orders  immediately  following  the  statement 
to  discontinoe  all  previous  orders.  The  RN  will 
monitor  the  medication  administration  at  least 
monthly  when  a special  vehicle  is  being  used. 

d . The  order  will  be  reviewed  by  the  physician  and  RN  on 
at  least  monthly  basis.  The  ITT  will  review  the 
order  quarterly. 

e . The  RN  will  document  the  appropriateness  of  the 
vehicle  and  how  the  individual  accepts  their 
medication  on  the  quarterly  nursing  summary. 
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RESIDENTIAL  SERVICES  | 

SubiecT  ■ 

HEALTH  AND  NURSING  SERVICES 

Topic  ' 

ADMINISTRATION  OF  ORAL  MEDICATION 
( From  Unit  Distribution  System) 

tSSUINC  UNlT/OEPT^ISClPLlNE/SEflVICE; 
NURSING  • 

RESPONSIBILnY: 

.FROODURE: 

RN,  UN,  APFROVn)  MEDICATION 
ADMINISIRATIC*^  PERSONNEL. 

1.  Washes  hands  thoroughly  before  measuri 
or  preparing  medication. 

2.  Assembles  equipment: 
aO  medicine  cups 

b)  measuring  equipment 

c)  tiedicatim  book  containing 
Medication  and  Treatment  Record  F22 

3.  Opens  medication  book  to  resident's 
M^ication  and  RX  Sheet. 

Reads  individual  medication  record  F22 
for  interim  order,  checks  Doctors  Orde 
in  resident's  record. 

4.  Locates  resident's  individual  medicati 
cassette. 

5.  Qiecks  resident's  Medication  Administz 
record  F223  for  any  discontinued  medic 
by: 

a)  Discontinued  written  after  medicati 
with  date  and  person. 

6.  If  medication  is  not  available  in  the 
medication  cassette,  notifies  Eharmac> 
and/or  unit  RN;  and  a Med.  165  must  be 
completed  and  placed  in  the  resident'; 
cassette. 

• 

7.  Remove  medication  label  from  individuc 
drawer,  checking  medication  lable  witl 
Medication  Record  F223  using  3 safety 
checks. 

1)  Compares  medication  label  with 
medication  ^leet  \iben  renxsving  fron 
drawer. 

2)  Compare  medication  label  %n.th 
medication  sheet  while  placing  in  c 

3)  Compares  medication  lab^  %n.th 
medication  ^let  before  disposing  oJ 
individual  dose  package. 

o 

8.  Four  the  accurate  dose. 

• 

% 
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residential  services 

HEALTH  AND  NURSING  SERVICES 

AHMINISTRATION  of  f\RAL  MEDICATIONS 
( From  Unit  Dose  Distribution  System) 

EESPONSIBIUTY:  . 


PR0CHX3RE: 


1?N,  IPN,  APPROVED 
MEDICATICX?  ADMINISTRATION 
PERSONNEL 


9.  VJhen  a controlled  drug  is  used,  note 
accuracy  of  comt,  place  unit  dose 
packet  in  medication  cup.  ^mediately, 
sign  for  medicine  on  Control  Drug 
Administration  Count  Sheet  then 
check  count. 

10.  a)  Shake  liquids  well,  if  solute  has 

settled,  shake  until  returned  to 
suspension. 

b)  ibx  liquid  medicine  directly  into 
calibrated  cup. 

c)  Pour  liquid  medicine  from  bottle 
on  opposite  side  of  label. 

d)  Hold  measuring  cup  at  eye  level  with 
thxxnb  nail,  marki^  the  desired  dosa. 
>^ch  is  read  at  the  lower  level  of 
meniscus. 

e)  Measure  drops  (if  drops  ordered); 
minims  (if  ndniins  ordered). 

f)  Unit  doses  are  left  intact  and 
opened  at  time  of  administration. 

11.  Other  instructions  for  pouring: 

a)  Complete  administering  medications 
for  one  resident  before  administerir 
for  the  next  resident. 

b)  Administer  medication  not  more  than 
one  half  hnxr  before  or  after  statec 
time  of  administration. 

12.  Administration  of  Poured  Medications: 

a)  Identify  resident  and  medicatim  by 
conparing  to  photograph  of  resident 
in  the  indication  book  or  nursing  c; 
plan;  or  ask  unit  staff  menfcer  (RN, 
IPN,  or  Supervisor). 


O 

ERIC 


350 


37S 


f 


Office  Olf  MCKTAL  «CTA«0AT10H/DeV^I6Ae. 

MONROE  DEVELOPMENTAL  CENTER 
POUCJES 

AND  PROCEDURES  MANUAL 


issuing  UNlT/OEPTyDlSCJPHN£>^£RVlC£: 
NURSING 


7X, 

JP.g. 

REV.  10/93 

1 3 of  4 

PvneXion 


fs4o 

7.1.36 


RESIDENTIAT. 


Sut>fec*  * 

HEALTH  AND  NURSING  SERVICES  . 


Topic 


ADMINISTRATION  OF  ORAL  MEDICATION 
( From  Unit  Dose  Distribution  System) 


RESPOKSTKILTTY: 


PROCEDURE: 


RN , LPN , APPROVED  12.  b)  Explain  procedure 

MEDICATION  ADMINISTRATION  to  individual. 

PERSONNEL 

c)  Assist  individual 
to  upright  position 
if  necessary , 

d)  Check  pulse,  BP, 
etc.,  if  indicated. 

e)  Hand  medicine  and 
4-5  ounces  of  water 
or  thickened  liquid 
to  the  individual. 

If  indicated, 
assist  individual 
to  take  the  med- 
icine with  the  water 
or  thickened  liquid. 

f)  Remain  with  the  in- 
'dividual  until  med- 
icine is  swallowed. 


g)  Observe  individual 
for  reaction  or 
side  effects. 


h)  Leave  individual 

safe  and  comfortable. 

Note : Relock  all  doors  of 

medication  cart  be- 
fore administering 
medications , if 
leaving  cart. 

13 . Clean  up : 

a)  Discard  medicine 
cups  in  designated 
area . _ . . 

C.. 


Q.  Q r 

O.  0 V 
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health  and  nursing  SERVICES 

ISSUING  UNil.OEPl  -OlSClPLlNt  SERVICE  ’ 

nursing 

ADMINISmnON  OF  (»AL  MEDICATIW 
(From  Unit  Dose  Distribution  System) 

• "Tenninating  Procedure- 

1.  Lock  medication  cart  and  return  it  to 
Treatment  Room. 

•2.  Return  controlled  substances  to  control 
vail  box. 

3.  Secure  Cart  to  lock  on  wall. 

4.  Return  refrigerated  drugs  and  food 
substance  to  refrigerator. 

5.  Clean  cart. 


352 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  6 
Medications 
UNIT  55 

Administering  Oral  Medication 


Job  Context:  Medication  Administration 

Communication  Skills:  Following  Directions;  Reading  Comprehension;  Vocabulary 
Development;  Dictionary  Skills 

Objectives: 

• follow  directions 

• review  written  material  on  administration  of  medication 

• build  technical  vocabulary 

• practice  using  the  dictionary 

• assess  correctness  of  work 

• improve  observational  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

In  this  unit  you  will  review  the  policies  and  procedures  for  administering  oral  medications. 
It  is  very  important  to  be  able  to  read  and  understand  written  statements  about  policies  and 
procedures.  As  a DA,  you  have  many  responsibilities  for  planning  and  managing  individual's 
daily  needs.  It  is  especially  critical  to  understand  policies  regarding  the  health  needs  of 
individuals. 


Learning  Activity  1 

The  Supplement  to  this  unit  is  a document  describing  the  polices  and  procedures  for  the 
admimstration  of  oral  medication  from  the  Finger  Lakes  (Monroe)  Developmental  Center 
Policies  and  Procedures  Manual.  Read  the  Supplement.  Then  answer  the  questions  on  the 
worksheet  that  follows.  Use  reading  strategies  such  as  looking  at  surrounding  words  for 
synonyms  or  examples  and  re-reading  the  sentence  to  get  the  main  idea.  Write  your  answers  in 
complete  sentences.  In  this  Activity,  you  will  be  focusing  on  careful  observation. 


Learning  Activity  2 

How  many  of  the  steps  that  are  listed  in  this  Supplement  were  followed  correctly  by  the 
Direct  Care  Worker  you  viewed  in  the  videotape  for  Unit  54?  Look  back  at  the  list  of  steps 
from  the  Supplement  to  Learning  Activity  4 of  Unit  54.  If  there  were  any  steps  that  were  not 
followed  by  the  Direct  Care  Worker,  list  them  on  a sheet  of  looseleaf  paper. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  instructor: 

Send  bv  regular  mail 

• Your  worksheet  from  Learning  Activity  1 

• Your  notes  from  Learning  Activity  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  6,  UNIT  55 


Worksheet 


The  following  words  appear  in  the  Finger  Lakes  (Monroe)  Developmental  Center  Policies 
and  Procedures  Manual  for  Administration  of  Oral  Medication.  The  words  in  the  list  are 
underlined  in  the  document.  Use  the  context  (the  sentences  before  and  after  the  word)  to  try  to 
figure  out  the  word.  Then  look  up  the  meaning  in  your  dictionary. 

1.  apparatus 

What  I think  it  means  


Dictionary  meaning 


My  meaning  was  correct  YES NO 


2.  omission 
What  I think  it  means 


Dictionary  meaning 


YES_ NO 
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My  meaning  was  correct 


3.  dilute 


What  I think  it  means 


Dictionary  meaning 


My  meaning  was  correct 


YES 


NO 


4.  consultation 
What  I think  it  means 


Dictionary  meaning 


My  meaning  was  correct 


YES 


NO 
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5.  vehicle 


What  I think  it  means 


Dictionary  meaning 


My  meaning  was  correct 


YES 


NO 


6.  interim 


What  I think  it 


means 


Dictionary  meaning 


My  meaning  was  correct 


YES 


NO 
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7.  suspension 
What  I think  it  means 


Dictionary  meaning 


My  meaning  was  correct 


YES 


NO 


8.  calibrated 
What  I think  it  means 


Dictionary  meaning 


My  meaning  was  correct 


YES 


NO 
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9.  meniscus 


What  I think  it  means 


Dictionary  meaning 


My  meaning  was  correct 


YES 


NO 


10.  designated 
What  I think  it  means 


Dictionary  meaning 


YES 


NO 


My  meaning  was  correct 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  6 
Medications 
UNIT  56 

Reporting  and  Managing  Medication  Errors 
Job  Context:  Medication  Administration 
Communication  Skills:  Reading  Comprehension 

Objectives: 

• follow  directions 

• review  written  material  on  medication  administration 

• review  medication  regulations 

• understand  technical  vocabulary  through  the  context 


Materials: 

• Smdy  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

Although  it  is  the  hope  that  all  medications  administered  to  individuals  are  given  correctly 
and  accurately,  accidents  do  occur'.  Therefore,  OMRDD  has  established  procedures  for 
reporting  and  managing  medication  errors.  This  unit  will  review  the  procedures  to  follow 
when  there  is  a medication  error. 


Learning  Activity 

Supplementing  this  unit  is  an  excerpt  from  the  Finger  Lakes  (Monroe)  DDSO's  Policies 
and  Procedures  Manual  on  medication  administration  errors.  Read  these  regulations  and  then 
answer  the  questions  on  the  worksheet  that  follows.  This  Learning  Activity  asks  for  your 
personal  opinions  or  expereinces.  Any  information  you  give  will  be  kept  confidential. 

WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheet  from  the  Learning  Activity 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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* Theme  Area  6,  Unit 
Supplement 


AEELICABILIIX:  STATE  OPERATED  __x__  yQLUElABX 

FC 

ZCF/DD  Day  Tat 

Othar  (Spaelfy): 


SEEEBEBCE:  42  CFR  483 

14  NYCRR  Part  624  Raportabla  Zneldants  and  Client  Abuse 
OHRDD  5. 1. 1 Reporting  and  Managing  Zneldents 
HDDSO  5. 1. 1 Reporting  and  Managing  Zneldents  and 
Abuse 

EQLICI: 

aedlcatlon  administration  errors  will  be  reported  Immediately 
to  a physician  and  be  documented  In  the  resident's  record. 

CEE2BZIIQBS: 

^ Error  Is  dellned  as  wrong  patient*  wrong  drug*  wrong 

dose*  wrong  time*  wrong  transcription*  wrong  route  or  an  omitted 
dosage.  A Report  ol  Medication  Error  Fora  (HDC  233*  Attachment  A) 
must  be  completed  whenever  a aedlcatlon  error  occurs.  A progress 
shall  be  entered  In  the  Individual's  chart  Indicating  the 
date*  time*  and  error  committed. 

A medication  error  is  a non-serlous  reportable  Incident  if  an 
individual  exhibits  narked  adverse  effects  or  his/her  health  or 
••Hare  Is  in  jeopardy.  A 147  Z Reportable  Incident  Form  Byai  be 
completed*  in  addition  to  the  Report  of  Medication  Error  Form  <MDC 
233)  and  a progress  note  entered  In  the  Individual's  chart. 
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lndlvidu«l°SKhibltc^*o?lcid^idvrT»I^^^n***^^  tngldfnt  J»h*n  the 

ior  obcorvatlon  or  troataont  A ndalttad  to  a hoapltal 

•.port  ox  ModlcaJIon  ^:rj;ri  J2dc  25?r*'^*5"*  a 

•ntry  wat  b9  eottpl#t»d  aii  233),  and  m Mdleal  progrMe 

SlonlXlcanca  oX  Hadlcatlon  Error 


BESBQHSlfilLlIl: 

BtaXX  Porcoa  ZdantlXylaa 
Error 


•.Qlatarad  Nurae 


(SN) 


StaXX  Paraon  IdantlXylno 
£rror/RN 


CBOCESUBEt 


1. 


^***  R.fllatarad  Nurae 

(RN). 

Makea  Judgeaent  aa  to  the 

aerlouaaeaa/algnlXleanee  oX 
.edlcatlon  error  and 
potential  adverae  eXXecta. 

NotlXlea  the  phyalelan 
laaedlately  oX  all  aedleatlon 
errora. 


4.  Coapletea  all  oX  Section  A, 
•.port  oX  M.dleatlon  Error 
Fora  HOC  233.  xx  the 
aedleatlon  error  la  deemed  to 
■ »“.portable  Incident,  alao 
coapletea  the  OHR  147  I. 

S*  Rotea  In  the  Individual 'a 

ohart  the',  a aedleatlon  error 
haa  oeeu'r  /d;  Ineludea  the 
date,  tlr  , type  and  the 
phyalel.'  notlXled.  ix  a 147 
^ Za  alao  eoapieted,  ineludea 
the  Incident  nuaber  and 
Indleatea  that  a 147  I vaa 
eoapieted. 


•.teralnea  IX  the  ataXX 
paraon(a)  eoaalttlng  the 
error (a)  are  to  be  teaporarlly 
prohibited  Xroa  paaalng 
aedleatlon.  ZnXeraa  ataXX 
peraon  eX  (feelalen  and  recorda 
on  Report  eX  Radleatlon  Error 
Xora. 


Reglatered  Nurai 


6. 


EBQCECUBE 
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B»gl«t»r»d  Nurse 


Teas  Laadar/Unlt  Adalnlotrator 


7.  Forvarda  the  Revert  of 

Hadleatlen  Error  Fora  (HDC 
233)/147  1 to  Taan  Laadar/Unlt 
Adalnlotrator  for  ravlav. 

a.  Ravlava,  olgna  and  forvarda 
copy  of  Report  of  Hadleatlon 
Error  HDC  233  (vlth  a copy  of 
the  OHR  147  I,  If  coaplatad) 
to  the  Hadleatlon  Error  Ravlav 
Subeommittaa. 


Hadleatlon  Error  Ravlav 
Subeommittaa 


Raglstarad  Nuraa 


9.  Ravlava  aadleatlon  error  and 
daeldaa  eorraetlva  actions  to 
be  taken. 

10.  Records  raeommandatlona  for 
eorraetlva  action  to  be  taken 
on  HDC  233  Section  B and 
forvarda  to  the  RN. 

11.  Provides  supervision  for 
eorraetlva  action  and/or 
forvarda  to  HRTTL/UA  for 
eorraetlva  action  as 
appropriate.  (Sea  Honroa 
DDSO  disciplinary  policy, 
Hadleatlon  Error  Guidelines.  > 


12.  Completes  and  forvarda  to 
Nursing  Discipline  Head  the 
HDC  233  Section  C Indicating 
the  eorraetlva  action  vlth  his/ 
her  raeommandatlona  regarding 
Msdleatlon  responsibilities 
vlthln  one  month  of  the 
original  Incident. 

13.  Informs  employee  committing 
the  error  and  residential/ 
program  supervisor  vhether 
medication  responsibilities 
can  be  resumed. 

Hadleatlon  Error  Ravlav 
Subcommittee 


14.  Ravlava  completed  reports. 
Forvarda  report,  to  Staff 
Development  and -Training  to 
update  staff  training  records. 


.r 
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Policy  S. 1.2  (3/a9) 
BESeOHSZBZLZIZ 

Hodleotien  Error  Rovlov 
Subcooaitt** 


Spoelol  Ravlov  Cooaltto* 


CBDCECUBE 

^ A 

15.  Cooplloa  and  Eervarda  a 
Bonthly  report  \o  each 
raapaetlva  Bpaelal  Ravlav 
CoBBlttaa  rao^rdlno  aadlcatlon 
arrora  and/or  laauaa  Idantlllad 
<or  each  aarviea,  i. a. , 
CoBBunlty,  Davalopaantal 
Sarvleaa. 

16.  Ravlava  Hadleatlon  Error 
aonthly  report  and  Bonltora 
laauaa  aa  Idantlilad  by  the 
Subeoamlttae. 


CRR : ee 
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STAFF  INVOLVED 
NAME 

TITLE 

REGULAR 

UNIT 

SPECIFY  TBS-(Y)  OR  NO  (N) 

ON  O.T. 

'suspended  from 

PASSING  NEDS 

Slgnotur*  R.H.  Co»pl»tlno”roriii  Dote 

Signature  C. 5. ir/MRTTL  Dote 

SEFTJPN  P;  (To  be  Initiated  by  Special  Review  Subeonnlttee ) 

TOs  R.N. 

FROM:  SPECIAL  REVIEW  SUBCOHMITTEE  DATE 

CORRECTIVE  ACTION  RECOHHENDATIONS : (To  be  eonpleted  by  Special 

Review  Subcoanlttee ) 

1.  Supervised  practlcuna 

2.  Counseling 

3.  Return  to  Red.  Class 

4.  OTHER  - Explain: 


Si'-  ture  (Head  Special  Revlew”subco«iiIItteeT 
ec:  Unit  Adalnlstrator/HRTTL 

SECTION  Ct 

TO:  NURSING  DISCIPLINE  COORDINATOR /EDUCATION  t TRAINING  DEPARTMENT 

FROM: R.H.  r^tE  

Date  of  Correction  Action  Cospleted:  


■y  Vhos: 

Esployee/Supervlsor  inlorsed  can  return  to  eedloatloo 
responsibilities.  Date. 


R.N. 


Signature  (R. N. ) 
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Policy  S.  1.2  0/89) 
HOC  233 


ZBSIBUCIIQliSt 


HONROE  ODSO 

HEOICATION  ERROR  REPORT 


A Hodlcatlon  Error  Report  (HOC  233)  «uot  be 
^**^^^*^*^  whenever  m ■edleetlon  error  oceure. 

Inltleted  by  the  RN  eervleee  the  site 
vh9r9  lh9  •rror  occurred. 

Section  Bt  Initiated  by  the  Special  Review 
Subcoaalttee. 

®*®^^®**  Completed  by  the  serving  RN  responsible 
lor  any  corrected  action. 

section  <To  be  Initiated  by  serving  Registered  Nurse) 

TO:  SPECIAL  REVIEW  SUBCOHMITTEE 


FROM: 


HRTTL,  Unit  Administrator^ 
PROGRAM  DIRECTOR 


SUBJECT:  HEOICATION  ERROR  - CLIENT: 


Date  ol  Error: 
Time  ol  Error: 


Unit:  

147  Filed  NO  yii 


no  Notllled: 


, HO  Date Time 


DOCUMENTED  IPP  NOTES: 

Type  ol  Error:  < Check”statement”whIch”ap^Ies7T 


— Transcription  7. 

2.  Wrong  Time 

— Wrong  Dose 

4.  Wrong  Client  a. 

S.  Wrong  Route 

Omitted  Dose  9. 

Name  ol  Medication  Omitted: 


INCIDENT  IWFORMATIQM.  <DESCRIPT10N 


Medication  Controlled  Substance 

YES  NO 

II  yms,  list  

Slgnlllcant  Error 

Attached  POCA 

Other  (Explain)  ______________ 

RN'Notllled”””””” 

RN  Date  “““““"Time 


OF  WHAT  HAPPENED?) 


HEDICAL/NURSIMG  INTERVENTIOM t 


EQLLOW-UP  RECOMMEMPEP*  (SPECIFY  IF  NOT  ACCOMPLISHED  AND  WHY) 
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THEME  AREA  6,  UNIT  56 


Supplement 


Worksheet 


1.  Have  you  experienced  a medication  error  on  the  job  or  in  your  personal  life?  If  so, 
describe  what  category  of  error  it  was. 


2.  What  is  the  difference  between  a medication  error  that  is  a Non-Serious  Reportable 
Incident  and  one  that  is  a Serious  Reportable  Incident?  Give  examples  of  both. 
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3.  What  is  the  responsibility  of  the  person  identifying  the  error? 


4.  What  forms  have  to  be  filled  out  for  a medication  error? 


5.  What  are  some  steps  staff  can  take  to  prevent  medication  errors  from  occurring 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  7 

Communicating  and  Connecting  with  Individuals 
UNITS? 

Who  Are  These  Individuals? 


Job  Context:  Communicating  and  Connecting  with  Individuals 

Communication  Skills:  Summarizing  Concepts;  Writing  Skills;  Demonstrating 
Understanding  and  Empathy;  Problem-Solving  Skills 

Objectives: 

• summarize  main  ideas  of  oral  presentation 

• demonstrate  understanding  and  empathy 

• recognize  individuals  as  people 

• improve  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #2 


Introduction 

In  this  unit  you  will  view  a videotape  segment  in  which  two  people  talk  about  being 
Direct  Care  Workers  and  their  feelings  about  the  individuals  they  work  with. 

Description  of  Videotape  Materials 

For  this  Learning  Activity  you  will  view  a videotape  segment  of  two  Direct  Care  Workers, 


Gabby  and  Mike,  talking  about  how  they  feel  about  direct  care  work  and  the  individuals  they 
work  with.  The  segment  is  on  Videotape  #2,  and  is  labeled  Segment  15*.  It  begins  at 
00:15:42  and  ends  at  00:27:46. 


Learning  Activity 

Review  the  worksheet  that  is  a Supplement  to  this  unit.  These  are  the  questions  you  will 
be  answering  after  you  view  the  video  segment.  View  Segment  14,  then  answer  the  questions 
on  the  worksheet.  Use  complete  sentences.  Feel  free  to  review  parts  of  the  videotape  segment 
as  much  as  you  need  to  when  answering  the  questions.  This  Learning  Activity  asks  for  your 
personal  opinions  or  experiences.  Any  information  you  give  will  be  kept  confidential. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheet  from  the  Learning  Activity 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  Yrok  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 


THEME  AREA  7,  UNIT  57 


Supplement 

Questions  for  Videotape  tfl,  Segment  15 


Write  your  answers  on  a separate  piece  of  paper. 

1.  Summarize  the  most  important  points  in  Gabby's  interview. 

2.  Summarize  the  most  important  points  in  Mike's  interview. 

3.  Gabby  talks  about  what  he  likes  about  being  a Direct  Care  Worker:  that  the  individuals  he 
works  with  need  someone,  give  love  back,  and  become  his  friends  as  well  as  his  work.  Do 
you  agree  with  Gabby?  What  do  you  like  most  about  being  a Direct  Care  Worker? 

4.  What  are  the  things  that  you  dislike  about  being  a Direct  Care  Worker? 

5.  Gabby  says  that  he  gave  a lot  of  extra  time  and  money  to  the  individuals  he  works  with 
because  the  state  doesn't  take  care  of  them  adequately.  How  do  you  feel  about  this? 

6.  Gabby  concludes  his  interview  by  saying,  "They  don't  belong  to  the  state  anymore.  This 
is  my  kid.  You  emotionally  adopt  them. " Do  you  feel  that  way  about  the  individuals  in 
your  care?  Explain. 

7.  Mike  says  that  one  of  his  greatest  joys  is  seeing  the  individuals  he  works  with  succeed  and 
"move  on. " Have  you  had  any  experience  observing  the  progress  of  an  individual?  If  so, 
describe  that  person's  progress. 

8.  The  woman  who  is  interviewing  Gabby  tells  him  that  the  term  "client"  is  out  now,  that 
he  should  try  to  say  "kids"  or  "people  with  developmental  disabilities."  The  individuals 
Gabby  works  with  are  children  but  sometimes  people  incorrectly  use  the  term  "kids"  to 
refer  to  adults. 

Do  you  think  the  interviewer  was  right  to  make  an  issue  of  this?  What  term  do  you  use  to 
describe  the  individuals  you  work  with?  Why  do  you  use  this  term?  Is  there  another  term 
you  might  prefer  or  that  would  be  more  appropriate? 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  7 

Communicating  and  Connecting  with  Individuals 
UNIT  58 

Rights  of  Individuals 


Joh  Context:  Ethics 

Communication  Skills:  Summarizing  Concepts;  Writing  Skills;  Demonstrating 
Understanding  and  Empathy;  Problem-Solving  Skills 

Objectives: 

• summarize  main  ideas  of  oral  presentation 

• demonstrate  understanding  and  empathy 

• recognize  individuals  as  people 

• improve  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #2 


Introduction 

In  this  unit  you  will  think  about  some  important  questions  about  the  rights  of  individuals. 


Description  of  Videotape  Materials 

For  this  Learning  Activity  you  will  view  a videotape  segment  of  a Direct  Care  Worker, 
Joe,  overseeing  a smoking  session  with  some  of  the  individuals  he  works  with.  You  may  have 
previously  viewed  this  tape  as  part  of  the'  teleconference. 
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There  are  three  sections  in  this  segment.  The  first  section  shows  the  individuals  smoking. 
The  second  and  third  sections  are  of  an  interview  that  was  conducted  with  Joe  about  his 
feelings  concerning  individuals  who  smoke.  The  segment  is  on  Videotape  #2,  and  is  labeled 
Segment  16*.  It  begins  at  00:27:50  and  ends  at  00:33:20.  The  smoking  session  begins  at 
00:27:56  and  ends  at  00:31:43.  The  interview  begins  at  00:31:45  and  ends  at  00:33:16. 


Learning  Activities 

All  of  the  Learning  Activities  for  this  unit  should  be  done  on  the  All-In-One  e-mail  system. 
E-mail  your  work  for  each  of  the  Learning  Activities  to  your  Instructor.  Head  each  section  of 
your  e-mail  message  with  the  Learning  Activity  number  it  refers  to  so  your  Instructor  will 
know  what  part  of  the  unit  you  are  working  on.  Edit  your  work  and  spell-check  your  writing 
before  sending  it.  Some  of  these  Learning  Activities  ask  for  your  personal  opinions  or 
experiences.  Any  information  you  give  will  be  kept  confidential. 


Learning  Activity  1 

View  the  first  videotape  section  which  shows  Joe  and  the  individuals  in  his  care  smoking. 
In  a paragraph,  summarize  what  is  happening  in  this  section.  You  can  re- view  this  section  as 
many  times  as  you  need  to  write  your  summary. 


Learning  Activity  2 

How  is  smoking  handled  at  your  site?  In  a paragraph  or  two  describe  this  in  yoiir 
message. 


Learning  Activity  3 

View  the  second  section  of  the  videotape  where  Joe  is  being  interviewed  about  his  feelings 
concerning  individuals  who  smoke  and  then  answer  the  following  questions.  Review  the 
videotape  as  often  as  you  need  to  when  answering  the  questions. 

1 . How  does  Joe  justify  smoking? 

2.  Do  you  agree  or  disagree  with  Joe?  Why? 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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3.  What  about  someone  who  comes  into  the  OMRDD  system  as  a child?  When  he  or  she  gets 
to  be  an  adult  how  does  he  or  she  become  aware  of  this  privilege?  Should  he  or  she  be 
made  aware? 

Learning  Activity  4 

What  other  privileges  can  you  think  of,  similar  to  this  one,  that  individuals  would  have  in 
the  outside  world  as  their  legal  right  but  that  may  be  discouraged  in  an  institution? 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  e-mail 

• Your  work  from  Learning  Activities  1,  2,  3,  and  4 


[This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  7 


Communicating  and  Connecting  with  Individuals 


UNIT  59 


System-Centered  Vs.  Person-Centered  Approaches 


Job  Context:  Communicating  and  Connecting  with  Individuals 
Communication  Skills:  Reading  Comprehension;  Problem-Solving  Skills 
Objectives: 

• recognize  individuals  as  people 

• review  written  material  on  sensitivity  training 

• apply  training  material  to  practice 


• Study  Guide 

• Looseleaf  Paper  and  Pen 

Introduction 

In  this  unit  you  will  review  material  on  a person-centered  approach  to  providing  supports 
and  services  to  people  with  disabilities.  You  will  be  using  the  reading  comprehension  skills  of 
comparing  and  contrasting  information  and  making  inferences  based  on  given  facts. 

Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  ft  and  Unit  ft  (Theme 
Area  7,  Unit  59).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Materials: 
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Learning  Activity  1 

What  do  you  think  is  meant  by  a person-centered  approach  to  providing  supports  and 
services  to  people  with  disabilities?  List  your  ideas  on  a piece  of  looseleaf  paper.  Can  you 
think  of  any  examples  of  a person-centered  approach  being  used  at  your  worksite?  If  so,  add 
them  to  your  list. 


Learning  Activity  2 

As  a supplement  to  this  unit  is  an  excerpt  from  the  Core  Service  Coordination  Training 
Guide  on  "A  Person-Centered  Approach:  Consumer  Choice."  Read  the  Supplement.  Then 
answer  the  questions  on  the  worksheet  that  follows. 


Learning  Activity  3 

Now  that  you  have  read  about  person-centered  approaches,  go  back  to  the  list  you 
developed  in  Learning  Activity  1 . Put  a check  mark  next  to  all  of  your  ideas  of  what  you 
thought  a person-centered  approach  would  be  that  were  correct.  Put  an  "x"  next  to  those  ideas 
that  were  not  accurate.  Can  you  think  of  additional  examples  of  person-centered  approaches? 
If  so,  add  these  to  your  list. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  lists  from  Learning  Activity  1 

• Your  worksheet  from  Learning  Activity  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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'A  Person-Centered  Approach:  Consumer  Choice' 


Theme  Area  7,  Un i t 51  " Supplement 


FROM  SYSTEM-CENTERED  — ^ -PERSON-CENTERED 


"The  retarded" 

Pe<^le  with  retardation  | 

"Disabled  woman* 

Wmnan  with  a disability 

"The  handicapped  pc^laticm* 

Pe<^le  with  disabilities 

Tower-over*  Tower-with" 


Profitable  Deficiencies 
Systems  benefit: 

Mme  deficaendes  = Mme  mcmey 

- 

Valuable  capaddes 
We  need  to  bend  way  bad:  to 
recapture  pet^le’s  capadties 



1 "Do  to* 

-1" 

"Do  with”  1 

1 Compliance  & Obedience 

Self-Reliance | 

Adapted  from  Beth  Mount  (1994) 


NTS  OMROD  CORE  Service  Coordination  Training  Program 
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"A  Person-Centered  Approach:  Consumer  Choice" 


n 


PF.RSON  CH?<ITERED  PLANNING 

AND 

PFPSnN  CENTERED  APPROACH 

9 

• 


Whafs  the  difference? 

The  tenn  ■person  centered  planning”  refers  to  specific  models  of  planning  in  which  the 
person  with  disabilities  is  in  the  center  of  the  process: 

"...  This  planning  process  begins  with  the  individual  and  focuses  on  developing 
personal  relationships,  positive  roles  in  the  community,  and  skills  for  self- 
empowerment It  provides  the  means  for  individuals  to  gain  control  over  their  own 
lives  and  ensures  the  development  of  skills  to  achieve  these  goals. 

"A  group  committed  to  the  person  with  a disability  joins  together  with  the  person  to 
take  action  so  that  changes  will  be  accomplished  by  recognizing  and  valuing  the 
dreams  and  desires  of  the  person.  There  is  resp^  for  the  individual  with 
e:q}ectations  that  the  person  will  be  viewed  and  included  as  a valued  member  in  his 
or  her  community."  Warren,  1993 


Shnnldn^t  everyone  have  person  centp.rgd  planning? 

The  work  of  Beth  Mount,  Michael  Smull,  Judith  Snow  and  others  are  plannmg  models 
that  represent  fundamental  change  across  the  field  of  developmental  disabilities.  Any 
kind  of  change  takes  a long  time  to  evolve;  person-icentered  planning  itself,  by  defimtion, 
is  a time-intensive  process: 

"...  Formal  person-centered  planning  is  desirable  for  all  people  and  should  be 
provided  whenever  feasible.  However  it  is  unrealistic  to  expect  that  the  full  fomal 
approach  can  be  implemented  immediately  for  everyone  currently  receiving  or  in 
need  of  services.  We  therefore  recommend  that  all  program  models  and  services 
adopt  a persmi-ceatBred  approaidi  in  their  planning  and  delivery  of  supports  and 
services.  This  is  viewed  as  an  adiievable  and  desirable  goaL.."  Schwartz,  1993. 


So.  what  is  a person  centered  approadi? 

In  June  of  1994,  the  Commissioner’s  Task  Force  on  Person  Centered  Planning 
developed  the  following  "Hallmarks  of  a Person  Centered  Approach:" 


NYS  OMRDD  CORE  Service  Coordination  Training  Program 
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*A  Person-Centered  Approach:  Consumer  Choice" 


HALLMARKS  OF  A PERSON  CENTERED  APPROACH 


★ The  person’s  activities,  services  and  supports  are  based  upon  his  or^ 


her  dreams,  interests,  preferences,  strengths,  and  capacities.  4-. 

★ The  person  and  people  important  to  him  or  her  are  included  in 
lifestyle  planning,  and  have  the  opportunity  to  exercise  control  and 
make  informed  decisions. 


★ The  person  has  meaningful  choices,  with  decisions  based  on  his  or 
her  experiences. 


★ The  person  uses,  when  possible,  natural  and  community  supports,  i: 

★ Activities,  supports,  and  services  foster  personal  relationships,  " ' 
community  inclusion,  dignity,  and  respect 

★ The  person’s  opportunities  and.  eiqjeriences  are  maximized,  and 
flexibility  is  enhanced  within  edsting^gulatory  and  ftinding 
constraints. 


★ Planning  is  collaborative,  recurring,  and  involves  an  ongoing 
commitment  to  the  person. 


★ The  person  is  satisfied  with  his  or  her  activities,  supporte,  and 
services. 


Sdxwartz,  AHen,  Wanen  & Rossc  NYS  OMRDD/PPSD,  1994 
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Supplement 
Learning  Activity  2 
Questions 


Do  the  following  statements  use  system-centered  or  person-centered  language?  Circle  SC  if 
the  language  is  system-centered,  PC  if  it  is  person-centered.  In  the  space  provided,  explain 
why  you  chose  the  answer  that  you  did. 


1.  The  retarded  woman  wasn't  able  to  complete  the  puzzle.  SC  PC 


2.  I work  in  the  home  of  three  people  with  developmental  disabilities.  SC  PC 


3.  I plan  to  take  John  to  the  store. 


SC 


PC 


4.  The  man  who  was  blind  needed  help  crossing  the  street. 


SC 


PC 


5.  Mary  will  decide  which  of  the  two  evening  activities  she  will  participate  in.  SC  PC 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  7 

Communicating  and  Connecting  with  Individuals 
UNIT  60 

Change  and  How  It  Affects  You 


Job  Context:  Communicating  and  Connecting  with  Individuals 

Communication  Skills:  Writing  Skills;  Reading  Comprehension;  Demonstrating 
Understanding  and  Empathy;  Problem-Solving  Skills 

Objectives: 

• demonstrate  understanding  and  empathy  in  writing 

• recognize  individuals  as  people 

• review  written  material  on  sensitivity  training 

• improve  writing  skills 

• apply  training  material  to  practice 

• expand  vocabulary 

• interface  with  e-mail 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

Many  of  the  materials  that  you  are  reading  for  this  theme  area  concern  change.  In  this  unit 
you  will  explore  the  concept  of  change  further  and  think  about  how  it  affects  you  as  a Direct 
Care  Worker  and  as  a person. 
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Learning  Activities 


Label  a looseleaf  page  with  your  name,  today’s  date,  Theme  Area  # and  Unit  # (Theme 
Area  7,  Unit  60).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 
Vocabulary  Review 

The  following  words  appear  in  the  Supplement  to  this  unit.  Look  up  the  words  in  your 
dictionary  and  write  the  meaning  in  the  space  provided. 

Paradigm: 


Terrain: 


Embrace: 


Deceptive: 
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Boundaries: 


Fluency; 


Ambiguity: 


Learning  Activity  2 

Supplement  1 is  a quote  from  Jean  Ann  Summers,  a mother  of  a child  with  disabilities. 
Read  this  quotation.  Reread  it  as  many  times  as  you  need  for  complete  understanding. 

Ms.  Summers  asks  two  important  questions.  Write  an  e-mail  message  to  your  Instructor 
giving  your  answer  to  the  first  question:  "If  the  family  and/or  person  are  supposed  to  be  in 
charge,  then  what,  precisely,  is  the  role  of  the  professionals  on  the  team?"  How  do  you  see 
your  role  as  a Direct  Care  Worker  when  the  family  and/or  person  is  in  charge? 

Be  sure  to  edit  and  spell-check  your  work  before  sending  it  to  your  Instructor. 


Learning  Activity  3 

Supplement  2 is  a chart  showing  the  process  of  change.  Study  this  chart.  Think  of 
something  that  has  happened  in  your  own  life  where  you  made  a big  change.  In  an  e-mail 
message  to  your  e-mail  partner  with  a copy  to  your  instructor  describe  your  process  of  change 
for  that  event  using  the  steps  outlined  on  this  chart. 

Be  sure  to  edit  and  spell-check  your  work  before  sending  it. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• Your  answers  to  the  questions  in  Learning  Activity  2 

• Your  description  of  a change  event  in  your  own  life  for  Learning  Activity  3 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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‘A  Person-Centered  Approach:  Consumer  Choice' 


BTG  CHANaFS 


"...  paradigm  shifts  are  like  earthquakes.  Once  a quake  is  over,  we 
can  adjust  to,  and  even  enjoy,  the  new  terrain.  But  while 
everything  is  in  motion,  we  can  be  pretty  uncomfortable. 

Similarly,  there  are  numerous  questions,  uncertainties,  and  even 
anxieties  being  voiced  by  everyone  on  the  decision  making  team 
who  wants  to  embrace  the  family-centered  paradigm.  It  looked 
great  over  on  the  other  side,  but  while  the  paradigm  is  shifting, 
everybody  is  on  shalgr  footing.  The  questions  raised  during  the 
paradigm  shift  are  deceptively  simple:  If  the  famify  and/or  person 
are  supposed  to  be  in  diarge,  then  what,  predsefy,  is  the  role  of 
the  professionals  on  the  team?  Similarly,  if  a person  with  a 
disability  is  supposed  to  grow  up  to  take  care  of  their  own  life 
and  live  independent^  in  the  community,  then  what  is  the  role  of 
the  famify,  and  how  does  it  dian^  over  time?” 


Jean  Ann  Summers 
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Supplement  2 


*A  Person-Centered  Approach:  Consumer  Choice’ 


THE  PROCESS  OF  CHANGE 


Step  #1:  Let  go  of  the  old:  (Let  go  of  current  boundaries) 
Step  #2:  \^Uingness  to  deal  with  ambiguity:  (Loss  of  fluency) 
Step  #3  Finding  New  Meanings:  (Redeye  Boundaries) 

Step  #4:  New  Actions:  (New  Patterns) 


A 

Adapted  from  O’Brien  & O’Brien,  1991 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  7 

Communicating  and  Connecting  \vith  Individuals 
UNIT  61 

Guidelines  for  Writing  about  People  Wtih  Disabilities 


Job  Context:  Communicating  and  Connecting  with  Individuals 

Communication  Skills:  Sununarizing  Concepts;  Writing  Skills;  Reading  Comprehension 
Objectives: 

• summarize  main  ideas 

• recognize  individuals  as  people 

• review  written  material  on  sensitivity  to  individuals 

• improve  writing  skills 

• apply  training  material  to  practice 

• skim  and  scan  textual  material 

• locate  detail  in  textual  material 

• paraphrase  technical  material 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  the  Guidelines  for  Reporting  and  Writing  About  People 
with  Disabilities.  This  Guideline  can  be  used  as  a reference  tool  when  you  are  writing  on  the 
job. 


Learning  Activity  1 


As  a supplement  to  this  unit  is  a booklet  entitled  Guidelines  for  Reporting  and  Writing 
about  People  with  Disabilities.  Study  this  booklet.  Then  answer  the  question  on  the 
worksheet  that  follows.  Increase  comprehension  by  using  previewing  prior  to  reading  the 
whole  booklet.  Read  the  dark  print  and  first  sentence  or  two  in  each  item  to  get  the  main  ideas, 
then  go  back  and  read  the  entire  booklet. 


Learning  Activity  2 

Supplement  2 is  an  excerpt  from  a training  manual  on  behavior  change.  The  authors 
follow  item  #5  on  your  Guidelines  for  Reporting  and  Writing  about  People  with 
Disabilities  in  their  writing:  Put  people  first,  not  their  disabilities. 

Skim  Supplement  2.  Circle  all  the  instances  where  the  authors  put  people  first  in  their 
writing.  For  example,  in  the  paragraph  on  Neurological  Factors,  line  2,  the  authors  write 
"individuals  with  developmental  disabilities".  Practice  putting  technical  information  into  your 
own  words  (paraphrasing).  Pick  three  of  the  sentences  you  circled  and  write  the  meanings  of 
these  sentences  in  your  own  words.  Write  your  sentences  on  the  bottom  of  the  page  on  which 
the  sentence  is  found  in  the  text. 

Please  note  that  this  piece  is  written  in  a technical  style.  There  may  be  vocabulary  and 
concepts  that  you  don't  understand.  Don't  let  that  throw  you.  Having  a complete 
understanding  of  Supplement  2 is  not  important  for  this  Learning  Activity. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• The  worksheet  from  Learning  Activity  1 

• The  complete  text  of  Supplement  2 with  your  circled  words 
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I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Supplement 


nuidelines  for 
Reporting  and 
Writing  about 
People  with 
Disabilities 


Fourth  Edition,  1993 
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Introduction 

As  professional  communicators,  educators,  and  human 
service  providers,  you  are  in  a unique  position  to  shape 
the  public  image  of  people  with  disabilities.  The  words 
and  images  you  use  can  cfeate  a straightforward,  positive 
view  of  people  with  disabilities  or  an  insensitive 
portrayal  that  reinforces  common  myths  and  is  a fonn  of 
discrimination. 

Here  is  a set  of  clear  Guidelines  to  help  you  make  better 
choices  in  terms  of  language  and  portray^.  The 
Guidelines  explain  preferred  terminology  and  offer 
suggestions  for  appropriate  ways  to  describe  people  with 
disabilities.  They  reflect  input  from  over  100  national 
disability  organizations  and  have  been  reviewed  and 
endorsed  by  media  and  disability  experts  throughout  the 
country.  Although  opinions  differ  on  some  terms,  the 
Guidelines  represent  the  current  consensus  among 
disability  organizations.  Portions  of  the  Guidelines  have 
been  adopted  into  the  Associated  Press  Stylebook,  a 
basic  reference  for  professional  journalists. 

Please  use  the  Guidelines  when  you  write  or  report 
about  people  with  disabilities.  If  you  would  like  more 
information,  additional  copies  of  ihtGuidelines  or  an 
attractive  14  x 20  poster  of  disability  writing  style  "do’s" 
and  "don’ts,"  contact:  Research  and  Training  jCentcr  on 
Independent  Living,  4089  Dole  Bldg.,  University  of 
Kansas,  Lawrence  KS  66045.  You  can  also  phone: 
913-864-4095  (voicc/TDD)  or  fex  (864-5063). 

The  Guidelines  arc  also  listed  in  our  free  catalogue. 


complimentary  COPT 


4089  Dele  Building 
University  cf  Kansas 
Lawrence,  KS  6cC45 
(913)  864-4095  (Vcice/TDD) 
(913)  864-5063  (FAX) 


RESEARCTH  AND  TRAINING  CEN^yrg 
oa  INDEFEJJDENT  LIVING 


f 


please  coniaa  the  RTQIL 


The  Research 
& Training 
Center  on 
Indepex^ent 
Living 


©1993  RTOTL 
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Portrayal  Issues 

Please  consider  the  following  when  writing  about 
people  with  disabilities: 

1 . Do  not  focus  on  a disability  unless  it  is  crucial  to  a 
story.  Avoid  tear-jerking  human  interest  stories  about 
incurable  diseases,  congenital  impairments,  or  severe 
injury.  Focus  instead  on  issues  that  affect  the  quality  of 
lift  for  those  same  individuals,  such  as  accessible 
transportation,  housing,  affordable  health  care, 
employment  opportunities,  and  discrimination. 

2.  Do  not  portray  successful  people  with  disabilities 
as  superhuman.  Even  though  the  public  may  admire 
superachievers,  portraying  people  with  disabilities  as 
superstars  raises  false  expectations  that  all  people  with 
disabilities  should  achieve  at  this  level 

3.  Do  not  sensationalize  a disability  by  saying 
afflicted  with,  crippled  with,  suffers  from,  victim  of,  and 
so  on.  Instead,  say  person  who  has  multiple  sclerosis  or 
man  who  had  polio, 

4.  Do  not  use  generic  labels  for  disability  groups, 
such  as  ”the  retarded,"  "the  deaf."  Emphasize  people  not 
labels.  Say  people  with  mental  retardation  or  people  who 
are  deaf. 

5.  Put  people  first,  not  their  disability.  Say  woman 
with  arthritis,  children  who  are  deaf  people  with 
disabilities.  This  puts  the  focus  on  the  individual  not  the 
parti cular  functional  limitation.  Because  of  editorial 
pressures  to  be  succinct,  we  know  it  is  not  ^ways 
possible  to  put  people  first.  If  the  portrayal  is  positive 
and  accurate,  consider  the  following  variations:  disabled 
citizens,  non-disabled  people,  wheelchair-user,  deaf  girl 
paralyzed  child,  and  so  on.  Crippled,  deformed,  suffers 
from,  victim  of,  the  retarded,  infirm,  etc,  are  never 
acceptable  under  any  circumstances. 

6.  Emphasize  abilities  not  limitations.  For  example: 
uses  a wheelchair/braces,  walks  with  crutches,  rather 
than  confined  to  a wheelchair,  whecichair-bound,  or  is 
crippled.  Similarly,  do  not  use  emotional  descriptors 
such  as  unfortunate,  pitiful,  and  so  forth. 

Disability  groups  also  strongly  object  to  using 
euphemisms  to  describe  disabilities.  Some  blind 
advocates  dislike  partially  sighted,  because  it  implies 
avoiding  acceptance  of  blindness.  Terms  such  as 
handicapable,  mentally  different,  physically 
inconvenicnc^  and  physically  challenged  are 
considered  condescending.  They  reinforce  the  idea  that 
disabilities  caimot  be  dealt  with  upfront 

7.  Do  not  imply  disease  when  discussing  disabilities 

that  result  from  a prior  disease  episode.  People  who  had 
polio  and  experience  after  effects  years  later  have  a 
postpolio  disability.  They  are  not  currently  experiencing 
the  Do  not  imply  disease  with  people  whose 

disability  has  resulted  frt>m  anatomical  or  physiological 
damage  (c.g„  person  with  spina  bifida  or  cerebral  palsy). 
Reference  to  disease  associated  with  a disability  is 
acceptable  only  with  chronic  diseases,  such  as  arthritis, 
Parkinson’s  disease,  or  multiple  sclerosis.  People  with 
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disabilities  should  never  be  referred  to  as  patients  or 
cases  unless  their  relationship  with  their  doctor  is  under  . 
discussion.  . - 

8.  Show  people  with  disabilities  as  active  participants 
of  society.  Portraying  persons  with  disabilities 
interacting  with  nondisabled  people  in  sobial  and  work 
environments  helps  break  down  barriers  and  open  lines 
of  communications. 

Appropriate  terminology 

Listed  below  are  preferred  words  that  reflect  a positive 
attitude  in  portraying  disabilities. 

AIDS.  Acquired  immunodeficiency  syndrome  is  an 
infectious  disease  resulting  in  the  loss  of  the  body’s 
immune  system  to  ward  off  infections.  The  disease  is 
caused  by  the  human  immunodeficiency  virus  (HIV).  A 
positive  test  for  HTV  can  occur  without  symptoms  of 
illnesses  which  usually  develop  up  to  10  years  later, 
including  tuberculosis,  recurring  pneumonia,  cancer, 
recurrent  vaginal  yeast  infection,  intestinal  ailments, 
chronic  weakness  and  fever,  and  profound  weight  loss. 
Preferred;  people  with  AIDS  or  living  with  AIDS. 

Blind.  Describes  a condition  in  which  a person  has  loss 
of  vision  for  ordinary  life  purposes.  Visually  impaired  is 
the  generic  term  preferred  by  some  individuals  to  refer  to 
all  degrees  of  vision  loss.  Use  boy  who  is  blind,  girl  who 
is  visually  impaired  or  man  who  has  low  vision. 

Cleft  lip.  Describes  a specific  congenital  disability 
involving  lip  and  gum.  The  term  hare  lip  is  anatomically 
incorrect  and  stigmatizing.  Use  person  who  has  a cleft 
lip  or  has  a cleft  palate. 

Congenital  disability.  Describes  a disability  that  has 
existed  since  birth  but  is  not  necessarily  hereditary.  The 
term  birth  defect  is  inappropriate. 

Deaf.  Deafness  refers  to  a profound  degree  of  hearing 
loss  that  prevents  understanding  speech  through  the  ear. 
Hearing  impaired  or  people  with  hearing  loss  are  the 
generic  terms  preferr^  by  some  individuals  to  indicate 
any  degree  of  hearing  loss — from  mild  to  profound.  It 
includes  both  hard  of  hearing  and  deaf  Others  prefer 
deaf  or  hard  of  hearing.  Hard  of  hearing  refers  to  a mild 
or  severe  hearing  loss  that  may  or  may  not  be  corrected 
with  amplification.  Use  woman  who  is  deaf,  boy  who  is 
hard  of  hearing,  or  people  who  are  hearings  impaired 

Developmental  disability.  Any  mental  and/or  physical 
disability  starting  before  age  22  and  continumg 
indefinitely.  It  \ktuxs  one  or  more  major  life  activities 
such  as  self-care,  language,  learning,  mobility, 
seif-direction,  independent  living,  and  economic 
self-sufficiency.  Term  includes  individuals  with  mental 
retardation,  cerebral  palsy,  autism,  epilepsy  (and  other 
seizure  disorders),  sensory  impairments,  congenital 
disabilities,  traumatic  accidents,  or  conditions  caused  by 
disease  (polio,  muscular  dystrophy,  etc.).  May  be  the 
result  of  multiple  disabilities. 

Disability.  General  term  used  for  a functional  limitadon 
that  interferes  with  a person’s  ability,  for  example,  to 
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walk,  lift,  hear,  or  leam.  It  may  refer  to  a physical, 
sensor)',  or  mental  condition.  Use  as  a descriptive  noun  ” 
or  adjective,  such  as  persons  who  are  mentally  and 
physically  disabled  or  man  with  a disability.  Impairment 
refers  to  loss  or  abnormsiiity  of  an  organ  or  body 
mechanism,  which  may  result  in  disability. 

Disfigurement.  Refers  to  physical  changes  caused  by 
bums,  trauma,  disease  or  congenital  problems. 

Down  syndrome.  Describes  a chromosome  disorder 
which  us»jally  causes  a delay  in  physical,  intellectual, 
and  language  development.  Usudly  results  in  mental 
retardation.  Mongol  or  mongoloid  are  unacceptable. 

Handicap.  Not  a synonym  for  disability.  Describes  a 
condition  or  barrier  imposed  by  society,  the 
environment,  or  by  one’s  own  seif.  Handicap  can  be  used 
when  citing  laws  and  situations  but  should  not  be  used  to 
describe  a disability.  Say  the  stairs  are  a handicap  for 
her,  (Note:  Accessible  parting  is  preferred  to 
"handicapped  parking.”) 

Head  injury.  Describes  a condition  where  there  is 
temporary  or  long-term  intemption  in  brain  functioning. 
Use  persons  with  head  injury,  people  who  have  sustained 
brain  damage,  woman  who  has  traumatic  brain  injury,  . 
or  bay  with  an  acquired  head  injury. 

Learning  disability.  Describes  a permanent  condition 
that  affects  the  way  individuals  with  average  or 
above-average  intelligence  take  in,  retain,  and  express 
information.  Some  groups  prefer  jpea/lc  learning 
disability,  because  it  emphasizes  that  only  certain 
learning  processes  are  affected.  Do  not  say  slow  learner, 
retarded,  etc.  Use  has  a learning  disability. 

Mental  disability.  The  Federal  Rehabilitation  Act 
(Section  504)  lists  four  categories  under  mental 
disability:  psychiatric  disability,  retardation,  learning 
disability,  and  (physical)  head  trauma.  Use  these  four 
terms  for  specific  instances;  otherwise,  mental  disability 
or  cognitive  impairment  is  acc^table. 

Mental  illness.  Words  such  as  crazy,  maniac,  lunatic, 
demented,  and  psycho  are  offensive  and  should  never  be 
2^iied  to  people  with  mental  health  problems. 
Psychotic,  schizophrenic,  neurotic,  and  other  specific 
terms  should  be  used  only  in  proper  context  arid  should 
be  checked  carefully  for  medical  and  legal  accuracy. 
Acceptable  terms  are  people  with  emotional  disorders, 
psychiatric  illness,  or  psychiatric  disabilities. 

Mental  Retardation.  Generally  considered  a form  of 
developmental  disability,  Mental  retardation  consists  of 
significantly  below  average  intellectuai  functioning  with 
d^cits  in  adaptive  behavior  seen  during  the 
developmental  period  before  age  18.  Preferred  people 
with  mental  retardation, 

Nondisabled.  ^appropriate  term  for  people  without 
disabilities.  Nonrial,  ^ie-bodied,  healthy,  or  whole  are 
inappropriate. 

Seizure:  Describes  an  involuntary  muscular 
contraction,  a brief  impairment  or  loss  of  consciousness, 
etc.  resulting  from  a neurological  condition  such  as 


epilepsy  or  from  an  acquired  brain  injury.  Rather  than  .. 
epileptic,  say  girl  with  epilepsy  or  boy  with  a seizure 
disorder.  The  term  convulsion  should  be  used  only  for  - 
seizures  involving  contraction  of  the  entire  body. 
Small/short  stature.  Do  not  refer  to  people  under 
4*10”  as  dwarfs  or  midgets.  Use  person  of  small  (or 
short)  stature.  Dwarfism  is  an  accepted  medical  term,  but 
it  should  not  be  used  as  general  terminology.  Some 
groups  prefer  ”lirtle  people.”  However,  to  some,  that 
implies  a less  than  full,  adult  status  in  society. 

Spastic.  Describes  a muscle  with  sudden  abnormal  and 
involuntary  spasrfis.  Not.appropriate  for  describing 
someone  with  cerebral  palsy.  Muscles  are  spastic,  not 
people. 

Special.  Describes  that  which  is  different  or  uncommon 
about  any  person.  Do  not  use  to  describe  persons  with 
disabilities  (except  when  citing  laws  or  regulations). 
Speech  disorder.  A condition  in  which  a person  has 
limited  or  difficult  speech  patterns.  Use  child  who  has  a 
speech  disorder.  For  a person  with  no  verbal  speech 
capability,  use  woman  without  speech.  Do  not  use  mute 
or  dumb. 

Spinal  cord  injury.  Describes  a condition  in  which 
there  has  been  permanent  damage  to  the  spinal  cord. 
Quadriplegia  denotes  substantial  or  total  loss  of  function 
in  all  four  extremities  (some  prefer  tetraplegia  to  ' 
indicate  complete  paralysis  of  all  four  extremities). 
Paraplegia  refers  to  substantial  or  total  loss  of  fimetion 
in  the  lower  part  of  the  body  only.  Say  man  with 
paraplegia  or  woman  who  is  paralyzed. 

Stroke.  Caused  by  inicmiption  in  flow  of  blood  to 
brain.  Hemiplegia  (paralysis  on  one  side)  may  result 
Stroke  survivor  is  preferred  over  stroke  victim. 


( 


from:  Core  Service  Coordination  Training,  NYS  OMRDD,  Workforce  Planning  and 
Development,  1995. 
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Learning  Activity  #1 
Worksheet 


Guidelines  for  Reporting  and  Writing  About  People  with  Disabilities  Worksheet 


Write  a short  paragraph  that  tells  the  purpose  of  these  Guidelines  and  when  they  should  be 
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was  caused  by  psychomotor  seizures  as  contrasted  with  behavior  casued  by  poor  impulse 
• control.  The  next  section  addresses  various  physiological  correlates  which  effect  behavior. 

NEUROLOGICAL  AND  MEDICAL  CORRELATES  OF  EXCESS  BEHAVIOR 

Neurologicai  Factofs*  The  most  common  type  of  neurological  dysfunction  among 
individuals  with  developmental  disabilities  is  epilepsy.  Although  there  are  several  types  of 
epilepsy,  the  most  significant  type  for  our  discussion  is  the  psychomotor  seizure.  Psychomotor 
seizures  usually  have  their  focus  in  the  temporal  lobe  (hence  they  are  often  referred  to  as 
temporal  lobe  seizures)  and  are  notable  for  their  unusual  behavior  effects.  These  Include  an 
array  of  complex  movements  (automatisms)  which  are  performed  in  a repetitive,  stereotyped 
manner.  The  complex  of  movements  may  include  such  behaviors  as  running,  kicking,  spitting, 
etc.  and  may  also  include  displays  of  affective  behavior.  In  extreme  cases  there  may  be 
outbursts  of  aggression,  usually  with  sudden,  unprovoked  onset  It  is  often  difficult  to 
differentiate  behaviors  displayed  during  psychomotor  seizures  from  similar  behaviors  which 
occur  interictaily  (i.e.,  between  seizures  rather  than  during  them)  and  which  may  be 
environmentally  motivated.  Seizure-related  behavioral  displays  can  be  addressed  through 
behavioral  and  environmerttal  strategies  but  they  are  usually  conducted  against  the  background 
of  standard  treatment  approaches  such  as  anticonvulsant  drug  therapy  and,  in  extreme  cases, 
corrective  neurosurgery. 

Cerebral  palsy  is  a group  of  movement  and  posture  disorders  caused  by  nonprogressive 
brain  lesions.  Cerebral  palsy  involves  paralysis,  poor  coordination,  imbalance,  and  involuntary 
movements  and  can  be  categorized  as  'dyskinetic,*  "spastic,*  or  "ataxic.*  The  dyskinetic  form 
Is  marked  by  jerky,  uncontrollable  movements  of  the  muscles;  the  dyskinesias  can  be 
exaggerated  during  volitionai  activities.  The  spastic  form  may  also  involve  jerky,  explosive 
movements.  These  movements,  like  those  noted  in  psychomotor  seizures,  can  be  confused 
with  those  observed  during  purposeful  displays  of  Inappropriate  behavior.  Standard  treatments 
include  exercise  and  reflex  therapies,  corrective  surgery,  and  anti-spasmodlc  medications. 
Environmental  and  behavioral  treatments  usually  focus  on  adjusting  task  demands  so  as  to 
minimize  the  individual's  frustration  which  in  turn  helps  prevent  an  exacerbation  of  excess 
movements. 

Another  neurological  condition  that  has  attracted  growing  interest  in  recent  years  is 
Tourette  Syndrome,  characterized  by  motor  and/or  vocal  tics  which  have  an  onset  during  the 
developmental  period.  These  tics  may  be  expressed  in  a simple  form  (ag.,  head  jerking, 
barking  noises)  or  in  a more  complex  form  (ag.,  twirling,  coprolali^  and  are  considered 
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involuntary.  Although  individuals  with  Tourette  Syndrome  can  exert  some  temporary  control 
over  their  symptoms  it  is  generally  recognized  that  exerting  control  only  delays  an  eventual  and 
often  more  severe  outburst  of  the  symptoms,  in  the  pasL  interest  in  Tourette  Syndrome  had 
been  generally  limited  to  extreme  cases.  As  interest  expanded  to  milder  forms  it  was  noted  that 
persons  with  Tourette  Syndrome  often  exhibited  other  disorders  as  well.  These  include 
obsessive-compulsive  traits,  hyperactivity  and/or  attention  deficit  disorder,  learning  digahilities. 
and  sleep  disorders.  Psychotropic  treatment  of  Tourette  Syndrome  usually  includes  medications 
such  as  haloperidol,  clonidine,  pimozide  and  clonazepam.  These  treatments  are  often 
combined  with  psychotherapy  to  enhance  coping,  behavior  therapies  (which  often  focus  on 
teaching  'substitute  tics*  which  are  more  socially  appropriate),  and  relaxation  or  biofeedback 
strategies  to  help  alleviate  stress. 

RnaJly,  there  are  a host  of  other  neurologically-based  problems  resulting  in  sensory  and/or 
motor  dysfunctions.  These  include  possibly  inherited  tendencies  that  affect  the  individual's 
•temperamerrt.'  Examples  include  general  activity  level,  threshold  of  responsiveness  to 
environmental  stimuli,  susceptibility  to  distraction,  approach-withdrawal  tendencies,  and 
impulsivity.  These  temperamental  fetctors  are  typically  difficutt  to  address  as  they  are  by  their 
very  nature  systemia  In  our  population  we  are  frequently  confronted  with  individuals  who  are 
particularly  sensitive  to  sensory  stimulation  (e.g.,  are  sensory  defensive  or  overaroused),  who 
find  it  difficult  to  focus  (e.g.,  are  hyperactive  or  overly  excitable),  or  who  are  unable  to  process 
certain  types  of  sensoiy  infonnation  (e.g.,  have  hearing  deficits  or  learning  disabilities). 
Environmental  and  behavioral  strategies  are  often  effective  in  addressing  such  deficits,  but 
usually  require  additional  treatment  regimens  such  as  Ritalin  or  beta  blockers,  sensory 
integration,  augmentative  communication,  eta 

Drug-related  F^ctois.  Many  individuals  with  developmental  disabiPities  receive  medications 
and  virtually  all  medications  have  side  effects,  ranging  from  those  of  little  concern  to  those 
which  can  be  severely  debilitating.  The  most  noteworthy  medications  for  our  purposes  are  the 
psychoactive  ones,  especially  anti-psychotic  medications.  Side  effects  of  antipsychotics  are  well 
known  and  usually  become  evident  as  the  result  of  continued  administration  of  a given 
medication.  It  is  also  important  to  realize,  however,  that  side  Elects  can  appear  as  the  result 
of  drug  reductions  or  withdrawals.  Indeed,  this  is  becoming  increasingly  apparent  as  more  and 
more  emphasis  is  placed  on  decreasing  our  reliance  on  psychotropic  medications. 

Side  effects  can  be  implicated  in  behavioral  displays  in  a number  of  ways.  In  some 
side  effects  from  medications  can  predispose  an  individual  to  engage  in  excess  behaviors.  For 
example,  the  anti-cholinergic  properties  of  most  anti-psychotics  result  in  dry  mouth.  This,  in 
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turn,  ,c^  l63d  to  incrossod  drinkinQ  and  may  result  in  inappropriata  bahaviors  such  as  drinkinQ 
from  a toilet  or  theft  of  liquids,  in  other  cases,  side  effects  can  produce  symptoms  which  can 
be  easily  confused  with  an  excess  behavior.  For  example,  adverse  side  effects  of  tricyclic  anti- 
depressants inciude  restlessness  and  hypomania  Similarly,  reduction  or  withdrawal  of  anti- 
psychotic medication  can  produce  tardive  akathisia  s temporary  movement  disorder.  These 
side  effects  can  be  easily  misinterpreted  as  increases  in  inappropriate  behavior  and  may  result 
in  a push  for  higher  doses  of  the  medication.  Usually,  however,  it  is  best  to  discontinue  the 
drug  if  side  effects  are  too  severe  or  to  prescribe  medication  to  address  the  side  effect 

Genetic  Fectois.  It  is  weli  known  that  various  chromosomal  abnormalities  can 
mental  retardation.  Autosomal  abnormalities  (such  as  Down  Syndrome)  and  abnormalities  of 
the  sex  chromosomes  (such  as  Fragiie  X)  are  well  documented.  In  this  section  a brief  review 
wili  be  provided  of  how  certain  genetic  abnormalities  result  in  the  display  of  fairly  specific  types 
of  inappropriate  behavior;  this  listing  does  not  include  all  pertinent  syndromes. 

Lesch-Nyhan  syndrome  is  perhaps  the  most  well-known  genetic  condition  associated  with 
inappropriate  behavior.  This  syndrothe  is  a sex-iinked  recessive  condition  occurring  only  in 
males  and  caused  by  an  abnonmality  in  the  metabolism  of  uric  add.  The  most  notable  aspect 
of  this  syndrome  is  its  association  with  seif-mutilative  behavior,  usually  directed  towards  the  lips 
and  fingers.  Treatments  consist  primarily  of  serotonin  precursors  and  positive  reinforcement 

strategies.  Cornelia  de  Lange  syndrome  also  results  in  self-mutilation,  although  its  cause  is  less 
dear. 

Phenylketonuria  (PKU)  is  a condition  caused  by  excessively  high  levels  of  the  amino  aHH 
phenylalanine.  Children  with  PKU  often  display  hyperactive,  unpredictable  behavior  and  may 
also  display  stereotypic  movements  and  aggression.  The  dominant  therapy  is  a low 
phenylalanine  diet  Prader-Willi  syndrome  appears  linked  to  a deletion  of  chromosome  is  and 
often  results  in  temper  tantrums  and  violent  behaviors.  It  is  most  notable,  however,  for  its 
related  eating  disorder.  Persons  with  this  syndrome  are  preoccupied  with  food  and 
inappropriate  behaviors  such  as  gorging,  food  theft,  hoarding,  and  occasional  pica  are 
observed.  Behavior  modification  approaches  to  help  control  obesity  are  often  ■i-'gofii  Other 
disorders  include  Sanfilippo  syndrome,  a mucopoly-saccharide  disorder  often  resulting  in 
hyperactive  and  aggressive  behaviors,  and  Rett's  syndrome,  a disorder  of  unknown  cause 

affecting  only  women  and  sometimes  resulting  in  such  behaviors  as  hand  wringing  and 
aerophagia 

Abnormalities  of  the  sex  chromosome  may  affect  the  X and  Y chromosomes;  these 
abnormalities  usually  result  in  less  specific  behavior  disruptions.  Fragile  X syndrome  is  linked 
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to  an  increased  risk  of  autism,  and  autistic  behaviors  may  be  more  likely,  particularly  repetitive 
speech  (litany  speech).  In  Klinefelter's  syndrome,  biological  males  have  an  additional  X 
chromosome.  These  individuals  are  often  prone  to  personality  disorders,  often  involving 
sexuality. 

Other  Medical  Causes.  This  final  section  will  briefly  touch  upon  a number  of  common 
medical  causes  of  problem  behavior.  Little  elaboration  will  be  provided  as  this  section 
addresses  very  common  sense  notions.  Perhaps  one  of  the  more  critical  notions  is  the 
distinction  between  acute  and  chronic  conditions.  Individuals  with  developmental  disabilities 
experience  the  same  range  of  acute  illnesses  and  injuries  as  does  the  general  population.  The 
pain  or  discomfort  from  these  can  often  cause  the  individual  to  act  out  inappropriately, 
particulariy  non-verbal  individuals.  These  situations  are  typically  addressed  by  routine  medical 
treatment  of  the  illness  or  injury  along  with  situational  management  of  the  episode  itself. 

Chronic  medical  conditions  are  a different  story,  however,  and  require  a higher  degree 
of  integration  between  medical  and  other  treatments.  Several  chronic  conditions  are  found  with 
some  frequency  among  the  population  we  serve.  Examples  include  epilepsy  (discussed  earlier), 
gastro-esophageal  reflux,  constipation,  pain  from  contractures  or  scoliosis,  diabetes,  and 
allergies.  In  each  of  these  cases  excess  behaviors  may  increase  when  the  underlying  condition 
worsens.  Because  of  the  chronic  nature  of  these  problems  it  is  important  to  teach  the 
individual  coping  behaviors.  Functional  approaches  might  include  such  strategies  as  teaching 
seif-administration  of  medications,  seif-monitoring  of  bodily  states  (e.g.,  blood  sugar  levels), 
communication  programs  (Tm  in  pain),  relaxation  programs,  etc.  Also  criticai  is  fostering  staff 
awareness  of  the  underlying  condition  and  sensitizing  them  to  early  signs  that  the  condition  is 
worsening. 

ORGANIC  VERSUS  ENVIRONMENTAL  CALCES 

It  is  obvious  from  the  above  discussion  that  it  is  important  to  recognize  that  the  causes 
of  behavior  are  complex.  Not  every  behavior  problem  is  an  operant  response  that  is  maintained 
by  its  consequences,  and  not  every  inappropriate  behavior  has  a specific  functioa  It  is  dear 
that  some  behavior  problems  arise  from  direct  and  indirect  physiological  and  some  may 

well  be  related  to  the  organic  brain  dysfunctions  causing  the  mental  retardation  in  the  first 
place.  A direct  physiological  cause  might  be  an  outburst  of  behavior  related  to  a seizure  or 
to  some  specific  chemical  imbalance  or  hormonal  change;  an  indirect  cause  might  be  some 
physical  problern  or  drug  side-effect  giving  the  person  pain  or  irritation. 

In  analyzing  the  relative  importance  of  these  factors  it  is  critical  for  the  treatment  team  to 
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establish  a close,  cooperative  relationship  with  the  primary  physician  and  other  specialists  called 
in  ^ consultants.  It  is  necessary  to  consider  as  wide  a range  of  possible  casual  variables  as 
might  be  probable.  As  has  been  shown  in  the  field  of  behavioral  medicine  (health  psychology) 
even  when  individual’s  problems  have  a clear  cut  organic  basis,  there  are  stni  a considerable 
variety  of  effective  interventions  that  have  been  developed  within  behavior  therapy.  These  will 
not  be  available  to  persons  with  disabilities  as  long  as  the  people  we  serve  are  perceived  as 
a special  category  and  not  simply  persons  with  the  same  range  of  needs  and  concerns  as 
other  people  with  problem  behavior.  It  should  also  be  apparent  that  knowledge  of  internal 
conditions  affects  staff  perceptions  of  the  individual  being  served.  Staff  usually  feel  drfferently 

in  calming  an  aggressive  individual  whose  assaults  are  linked  to  epileptic  seizure  or  sensory 
defensiveness. 

The  next  chapter  explores  the  importance  of  social  relationships  and  its  impact  on 
behavior.  Behavior  occurs  within  a social  context,  and  therefore  an  understanding  of 
interpersonal  relationships  is  critical  to  understanding  problem  behavior. 


From:Warren,  B.,  & Evans,  I.  M. , eds.  (1991).  Positve  Approaches  to  Behavior 

Changes:  A Training  Curriculum,  Volume  I.  State  of  New  York,  OMRDD,  22  -26. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  7 

Communicating  and  Connecting  with  Individuals 
UNIT  62 

Supported  Living 

Job  Context:  Communicating  and  Connecting  with  Individuals 

Communication  Skills:  Writing  Skills;  Reading  Comprehension;  Problem-Solving  Skills 
Objectives: 

• recognize  individuals  as  people 

• review  written  material  on  supported  living 

• improve  writing  skills 

• apply  training  material  to  practice 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  read  and  think  about  supported  living.  This  is  a new  idea  for 
improving  the  lives  of  individuals  with  disabilities  and  it  has  the  potential  to  change  drastically 
the  way  services  are  delivered. 

Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  #.  Head 
each  part  of  your,  written  work  with  the  Learning  Activity  number  so  that  your  Instructor 
willknow  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning  Activities  ask  for  your 
personal  opinions  or  experiences.  Any  information  you  give  will  be  kept  confidential. 


Learning  Activity  1 

As  a supplement  to  this  section  is  the  Introduction  to  a training  manual  for  Direct  Service 
Personnel  on  supported  living* . Read  the  supplement  and  answer  the  questions  on  the 
worksheet  that  follows. 

Learning  Activity  2 

Think  about  an  individual  you  work  with.  How  would  the  concept  of  supported  living 
change  your  relationship  with  this  person?  Is  there  something  specific  you  would  do 
differently  in  your  interaction  with  this  person  if  you  were  following  the  model  described  in 
the  Supplement? 

Write  an  e-mail  message  to  your  Instructor  discussing  this  issue.  Be  sure  to  edit  and  spell- 
check your  work  before  sending  it. 

If  you  are  not  yet  doing  Direct  Care  work,  write  to  your  Instructor  and  give  your  opinions 
about  supported  living.  Do  you  agree  or  disagree  with  this  concept?  Why  or  why  not?  Back 
up  your  opinion  with  examples.  Be  sure  to  edit  and  spell-check  your  work  before  sending  it. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• The  worksheet  from  Learning  Activity  1 
Send  bv  e-mail 

• A copy  of  the  message  on  supported  living 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


‘Dillman,  J.;  Karan,  O.C.;  Granfield,  J.M.  (1994).  Providing  Support  to  People  with 
Developmental  Disabilities:  A Training  Manual  for  Direct  Service  Personnel.  IDS 
Publishing  Corporation,  3-5. 
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Supplement 

Introduction 

Over  the  years,’  many  innovative  concepts  have  been  Introduced  which  were 
intended  to  improve  the  quality  of  life  for  individuals  with  disabilities.  Too  often, 
however,  they  ended  up  as  empty  slogans  or.  worse  yet.  just  new  names  for  old 

practices.  Today,  pother  “new"  concept  is  emerging  that  holds  great  promise  for 

♦ * 

improving  the  lives  of  individuals  with  disabilities  and.  depending  upon  how  it  is 
Implemented,  has  the  potential  to  drastically  alter  the  way  we  think  about  and  deliver 
our  services.  The  concept  is  termed  supported  living. 

Supported  living  is  fundamentally  a process  that  creates  opportunities  for  indi- 
viduals with  disabilities  to  choose  where  they  live,  with  whom  they  live,  and  how  they 
lead  their  lives.  Applying  this  emerging  concept  will  vary  according  to  circumstances. 

Three  elements  appear  to  be  essential-ln  order  to  keep  this  exciting  concept  from 
becoming  just  another  empty  slogan:  (1)  The  location  of  the  consiamer’s  home  must 
be  based  on  that  person’s  Informed  choice:  (2)  the  individual  and  not  the  service 
provider  either  owns  or  rents  the  property  in  which  the  individual  lives:  and  (3)  the 
level  and  Intensity  of  supports  must  be  flexible  enough  to  vary  with  the  rhanging  needs 
and  life  circumstances  of  the  individual. 

In  essence,  the  concept  of  supported  living  represents  a new  way  to  think  about 
the  “rules”  that  often  guide  and  direct  the  behavior  of  service  providers  in  convendonai 
residential  services.  Our  use  of  this  term,  “conventional  residential  services,"  refers 
to  group  homes  and  other  residential  settings  that  may  or  may  not  be  located  in  the 
community,  in  which  the  rules  regarding  where  Individuals  will  live,  what  services  and 
programs  they  will  receive,  and  what  their  daily  routines  will  consist  of,  are  usually 
determined  by  staff,  administration  and  funding  sources  rather  than  the  consmner. 

In  supported  living,  rather  than  provide  services  and  supervision  with  specific 
places,  beds  and  program  “slots,"  consumers  are  offered  opportunities  to  make  real 
choices  in  their  lives. 

Supported  living  is  not  something  that  we  do  for  people  with  disabilities  (l.e.. 
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provide  supervision),  but  rather  It  is  something  we  do  with  them  (i.e.,  support)  which 
empowers  them  with  more  control  over  their  own  lives.  Webster  defines  the  word 
“support"  to  mean  to  keep  steady,  to  give  courage  or  approval,  or  to  act  In  a secondary 
or  subordinate  role . In  sharp  contrast,  oior  conventional  residential  services  are  fiilpH 
with  words  that  mean  or  imply  “supervision."  This  term  means  to  direct  and  Inspect 
the  perfoiniance  of  others,  to  oversee  the  work  of  others,  to  evaluate  and  to  rhanage. 
Clearly  the  very  use  of  the  word  “support"  Implies  an  entirely  different  way  of  providing 
services  to  people  with  disabilities. 

But  how  can  we  reconcile  the  fact  that  many  people  with  disabilities  on  occasion 
require  someone  to  do  for  them?  Support  may  be  needed  at  some  times,  but  not  at- 
other  times.. Support  may  also  be  an  ongoing,  even  permanent  need  for  a variety  of 
reasons.  From  this  perspective,  as  support  providers,  we  must  approach  our 
responsibilities  firom  a different  value  base  and  -with  different  expectations  than  have 
traditionally  been  appUed  -within  conventional  residential  service  systems. 

No  longer  are  we  In  the  role  of  program  Implementor,  data  collector  or  enforcer  of 
. consequences.  Rather,  as  support  providers,  we  -will  require  different  kihd.a  of  skills 
and  attitudes  to  make  the  concept  of  supported  living  more  than  Just  a new  package 
for  an  old  product. 

First,  as  providers  of  support,  -we  must  recognize  that  we  are  In  someone  else’s 
home  and,  as  such,  the  services  we  offer  must  be  convenient  for  and  make  sense  to 
the  person  livtng  there  (and  not  just  be  convenient  for  or  make  sense  to  us,  as  staff) 

Second,  as  support  providers,  -we  must  know,  imderstand  and  respect  the  -values, 
lifestyle  preferences  and  expectations  of  the  person  receiving  our  services,  even  when 
these  are  different  from  our  own. 

Third,  It  -wlU  be  our  day-to-day  Interactions  with  the  consimiers  we  support  that 
will  help  determine,  to  a large  extent,  the  degree  to  which  he  or  she  is  satisfied  with 
his  or  her  o-wn  quality  of  life.  It  Is  within  these  daily  relationships  that  our  differing 
values,  preferences  and  expectations  -will  s-urface.  For  the  concept  of  supported  living 
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to  truly  become  a reality,  we.  as  support  provldei^.'muststepbackfromoxirownneeds  .. 


and  values  to  t^  to  see  Oie  world  through  the  eyes  of  .the  person  we  support. 


reconciling  the  dlfFerlng  expectations  and  values  among  otherpeople  in  the  consxomer's 


and  teaching  others  how  to  support  and  negotiate  rather  than  how  to  control  and 
direct 

Fifth,  as  we  attempt  to  fulfill  our  responsibilities  as  providers  of  support,  our  tgsk 
wlU  create  complications  and  diflBculties  for  us  in  many  situations.  On  a dally  basis. 


colleagues,  such  as  might  be  found  in  more  conventional  residential  situations.  As 


Finally,  we  must  not  overlook  our  own  personal  and  professional  needs.  Our 


truly  driven  by  consximer  needs  and  not  by  the  needs  of  the  staff  person  or  by  the 
residential  service  system.  •* 

The  concept  of  supported  living  offers  the  promise  of  real  choice  and  opportunity 
for  individuals  with  disabilities.  It  is  the  beginning  of  a revolution  in  service  delivery 
that  is  built  aroimd  the  desires,  needs,  and  choices  of  people  with  disabilities. 
Supported  living  is  a sl^  away  from  categories  of  services  such  as  residential, 
vocational,  and  recreational,  and  instead  moves  toward  concepts  of  support  that 
enable  people  to  five,  woris,  play,  and  be  educated  where,  how,  and  with  whom  they 
want. 


Fourth,  as  support  providers,  we  wlU  play  a critical  role  in  becoming  skilled  at 


life,  i.e.,  other  service  providers,  parents  and  friends.  In  so  dofrig,  it  will  be  useful  for 
us  to  le^  how  to  work  in  consort  with  the  individual  and  others,  both  learning  from 


we  will  be  faced  with  making  ethical  judgments  without  the  counsel  and  support  of 


such,  we  must  learn  to  use  resources  for  best  meeting  the  needs  of  the  person  we 
support 


ongomg  training  and  support  is  essential  if  the  concept  of  suppoirtisd  hvlng  is  to  be 
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THEME  AREA  7,  UNIT  62 


Learning  Activity  1 
Supplement 

Comprehension  Questions 


1 .  What  is  meant  by  supported  living? 


2.  What  are  the  advantages  of  supported  living? 


3.  On  page  2,  line  2,  what  does  empower  mean? 


4.  How  does  the  role  of  support  provider  change  with  supported  living? 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  8 
Managing  Daily  Living  Activities 
UNIT  63 

Fire  Evacuation  Procedures  I 


Job  Context:  Emergency  Procedures 

Communication  Skills:  Locating  Information;  Skimming  and  Scanning;  Note-Taking; 
Reading  Comprehension;  Writing  Skills 

Objectives: 

• skim  and  scan  written  material  on  fire  evacuation 

• review  written  material  on  fire  evacuation  procedures 

• analyze  a problem  pertaining  to  fire  evacuation 

• practice  note-taking  skills 

• practice  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

This  unit  and  Unit  64  will  review  emergency  fire  evacuation  procedures.  For  this  unit  you 
will  read  an  article  about  a fire  in  a halfway  house  in  Washington  D.C. 


Learning  Activities 


Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  it  and  Unit  # (Theme 
Area  7,  Unit  63).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

Supplementing  this  unit  is  an  article  on  a halfway  house  fire  in  Washington,  D.C.  that 
killed  10  people. 

Skim  the  article.  Read  the  first  and  last  paragraphs  of  the  article.  Then  look  at  the 
headings  to  give  you  an  idea  of  the  topics  that  will  be  covered  in  the  article.  Read  the  captions 
on  the  pictures  and  smdy  the  diagrams. 

Now  read  the  complete  article,  keeping  in  mind  what  you  learned  when  you  skimmed  the 
article.  Underline  any  words  that  are  difficult  for  you.  See  if  you  can  figure  them  out  from 
the  sentences  and  words  that  surround  them.  Use  your  dictionary  if  your  unfamiliarity  with  a 
word  is  making  it  difficult  for  you  to  understand  the  part  that  you  are  reading. 

Read  the  article  a second  time.  This  time,  while  you  are  reading,  take  notes  on  the  most 
important  points  and  details  in  the  article.  Be  sure  your  notes  include  answers  to  the  questions: 
who,  what,  when,  where,  why,  and  how. 

Learning  Activity  2 

For  this  Learning  Activity  you  will  write  an  analysis  of  the  halfway  house  fire.  E-mail  a 
message  to  your  Instructor.  Think  about  the  following  questions  and  include  the  answers  to 
these  questions  in  your  essay.  Be  sure  to  edit.  When  you  edit,  look  for  any  word  omissions. 
Make  sure  you  have  written  complete  sentences.  Make  sure  you  have  used  correct  punctuation 
and  have  correct  subject- verb  agreement  Spell-check  your  work  before  sending  it.  Note: 
Spell-check  may  not  catch  all  misspellings.  The  spelling  of  homophones  such  as  "there/their" 
depend  on  how  these  words  are  used  in  sentences.  Refer  to  the  Writing  Skills  Handbook,  Unit 
14. 

1.  What  went  wrong? 

2.  What  could  have  been  done  to  prevent  or  to  minimize  the  impact  of  the  fire? 

3.  What  rules  or  regulations  should  have  been  followed? 

4.  Whaf  can  be  done  to  ensure  that  this  doesn't  happen  again? 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  from  Learning  Activity  1 
Send  bv  e-mail 

• Your  message  from  Learning  Activity  2 


[This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  8,  UNIT  63 


Supplement 

HALFWAY  HOUSE  FIRE  IN  WASHINGTON,  D C.  KILLS  TEN 

James  R.  Bell* 

An  early  morning  fire  in  a community  residence  facility  in  the  Northwest  section  of 
Washington,  D.C.  took  the  lives  of  ten  psychiatric  facility  outpatients  and  injured  five  others.  The 
building  was  used  as  a "halfway"  house  to  accommodate  female  outpatients  fi-om  a federally 
owned  psychiatric  facility.  The  fire  occurred  shortly  before  1 : 00  am  on  Wednesday,  April  1 1, 
1979,  trapping  the  21  residents  on  the  east  side  of  the  three-story,  brick,  ordinary-construction 
duplex  in  their  rooms.  Six  residents  on  the  second  floor  and  three  on  the  third  floor  died  as  a 
result  of  the  fire  and  smoke  that  filled  the  west  half  of  the  75-year-old  structure.  One  other 
resident  died  after  jumping  from  the  second  floor,  and  another  was  severely  injured  when  she  also 
attempted  to  jump  to  safety. 

The  fire  was  caused  by  the  misuse  of  smoking  materials,  which  ignited  a couch  in  the  first- 
floor  lounge  area;  the  blaze  quickly  extended  up  an  open  stairway  to  the  second  and  third  floors. 
Since  no  other  means  of  egress  was  available,  16  of  the  residents  were  unable  to  evacuate  to 
safety. 

The  factors  that  contributed  to  the  fatalities  included  the  following: 

• Lack  of  stairway  enclosure, 

• Lack  of  a second  means  of  egress  to  allow  escape, 

• Sleeping  room  doors  not  properly  protected, 

• Delay  in  alarm  and  evacuation  of  residents, 

• The  combustibility  of  the  furnishings  and  interior  finish  produced  a rapid  fire 
buildup,  limiting  warning  and  evacuation  time,  and 

• Lack  of  training  of  staff  in  fire  emergency  procedures,  and  lack  of  fire  drills  for 
residents. 


BACKGROUND 

The  three-story  duplex  with  basement  was  built  at  the  turn  of  the  century  of  ordinary 
brick/wood-joisted  construction.  The  two  sides  of  the  duplex  were  separated  by  a 12-inch  brick 
party  wall.  The  adjoining  halves  of  the  duplex  connected  through  doorways  on  the  first  floor  and 
basement  levels  only.  The  tin-clad  connecting  door  on  the  first  floor  did  not  have  either  a self- 
closing or  an  automatic  closing  mechanism.  (See  Figures  1 to  3.) 

The  prominent  feature  in  each  of  the  duplex  halves  was  the  open  stairway  from  the  first  to 
the  third  floors.  The  wooden  stairs  had  39-inch  wide  treads  with  winders  at  the  turns  from  the 


* Mr.  Bell  is  a member  of  the  NFPA  Fire  Investigation  Department 
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first  to  the  third  floors,  and  36-inch  wide  treads  and  winders  from  the  second  to  third  floors. 
Carpeting  material  whose  composition  and  flammability  are  unknown  covered  the  stairway  treads. 
The  wood  banister  and  railing  materials  had  been  covered  with  enamel  paint.  Hardwood  panel 
wainscoting  adjacent  to  the  stairway  on  the  fire  floor  was  finished  in  a similar  manner.  All  doors 
throughout  the  duplex  were  hardwood  panel-type  doors  that  were  standard  for  the  era  in  which 
the  building  was  built.  Transom  areas  also  contained  hardwood  panels. 

A posted  evacuation  diagram  indicated  that  on  the  first  floor,  the  front  doors  on  both  sides 
of  the  duplex  and  the  rear  door  from  the  kitchen  on  the  west  side  were  to  be  used  as  exits  in  case 
of  emergency.  Although  there  was  a rear  door  in  the  east  half  of  the  building,  it  was  located  in  a 
room  used  as  a bedroom,  which  precluded  its  use  as  an  exit  since  a bed  blocked  the  inward  swing 
of  the  door.  For  the  second  and  third  floors,  no  evacuation  routes  were  shown  on  the  diagram. 

The  means  of  egress  for  upper  floors  was  limited  to  the  single  open  stairway  in  each  half  of  the 
building;  no  second  means  of  egress  was  provided. 

A manual  alarm  system  was  provided.  On  the  second  and  third  floors  of  each  half  of  the 
building,  a manual  pull  box  and  alarm  bell  were  located  at  the  head  of  the  stairway.  On  the  first 
floor,  the  pull  station  was  located  in  the  entrance  hallway,  between  the  front  door  and  the  foyer 
areas.  The  control  panel  was  located  in  the  basement  of  the  west  side  of  the  structure. 

An  annunciator  panel  was  located  beside  the  pull  box  situated  in  the  entrance  hallway  on 
the  first  floor  of  each  half  of  the  duplex.  The  annunciator  panel  had  four  indicator  lights  that 
designated  the  floor  where  the  signal  was  initiated  (the  basement,  first  floor,  second  floor,  or  third 
floor). 

Battery-operated  emergency  lighting  units  were  provided  on  each  floor,  lighting  the 
stairway,  corridors,  and  first-floor  entrance  foyers.  Illuminated  exit  signs  were  placed  at  the 
stairways,  in  corridors,  and  at  the  front  hallways  leading  to  the  front  doors. 

The  home  was  operated  by  the  Volunteers  of  America,  a community-oriented,  nonprofit 
service  group  that  operates  group  homes,  halfway  houses,  housing  projects,  and  nursing  homes 
throughout  the  country.  The  building  had  been  operated  as  a rooming  house  for  approximately  12 
years  before  it  was  purchased  by  private  owners  in  February  1978  and  leased  to  the  Volunteers  of 
America.  The  home  housed  female  outpatients  from  St.  Elizabeth's  Hospital. 

Licensing  and  Code  Enforcement 

During  June  1974,  the  District  of  Columbia  passed  a regulation  entitled  the  Health  Care 
Facilities  Regulation  (74-15),  which  set  standards  for  the  establishment,  maintenance,  and 
operation  of  proprietary  and  nonprofit  health  facilities  and  the  public  health  care  facilities  operated 
by  the  District  of  Columbia.  This  regulation  included  "Supervised  Personal  Care  Facilities." 

On  August  5,  1977,  the  Health  Care  Facilities  Regulation  was  amended  by  the 
Community  Residence  Facilities  Licensure  Act  of  1977.  This  established  "Community  Residence 
Facilities,"  which  were  defined  as: 

A facility  providing  safe,  hygienic,  sheltered  living  arrangements  for  one  (1)  or  more  individuals  aged  eighteen 
( 1 8)  years  or  older,  not  related  by  blood  or  marriage  to  the  Residence  Director,  who  are  ambulatory  and  able  to  perform 
the  activities  of  daily  living  with  minimal  assistance.  The  definition  includes  facilities,  including  hal^ay  houses,  which 


provide  a sheltered  living  arrangement  to  persons  who  desire  or  require  supervision  or  assistance  within  a protective 
environment  because  of  physical,  mental,  familial,  or  social  circumstances .... 

The  regulation  changed  the  occupancy  classification  fi-om  institutional  to  residential.  The 
regulation  also  amended  the  District  of  Columbia  Code  to  include  by  definition  a 

"community  residence  facility  housing  more  than  15  residents  as  an  L-1  Residential  Occupancy." 

According  to  licensing  requirements,  a prospective  resident  would  be  admitted  to  and 
retained  by  a community  residence  facility  only  if  the  resident  was  not  in  need  of  professional 
nursing  care  and  could  be  assisted  safely  and  adequately  within  a community  residence  facility. 
Residents  were  required  to  be  able  to  perform  the  activities  of  daily  living  with  minimal  assistance 
and  be  capable  of  proper  judgment  in  taking  action  for  self  preservation  under  emergency 
conditions. 

Persons  not  generally  oriented  as  to  time  and  place,  or  person  not  substantiaUy  ambulatory 
but  needing  bmited  personal  assistance  in  case  of  an  emergency,  could  be  admitted  to  a 
community  residence  facility  by  special  permission.  Such  permission  would  be  granted  if  the 
community  residence  facility  had  sufficient  staff  to  assure  the  safety  of  such  residents. 

The  inspections  and  licensing  program  for  community  residence  facilities  was  consolidated 
under  the  city's  Department  of  Human  Resources  (DHB).  However,  the  program  was  never  put 
into  effect  because  DHR  lacked  money  and  personnel. 

On  August  8,  1978,  the  Department  of  Economic  Development  issued  a Certificate  of 
Occupancy  for  use  of  the  structure  for  the  purpose  of  "Room  and  Boarding  for  Adults  - 5 1 
persons,"  although  it  was  later  determined  in  investigations  conducted  by  the  Mayor's  office  that 
the  building  did  not  meet  District  of  Columbia  Building  Code  requirements.  Prior  to  the  issuance 
of  the  Certificate  of  Occupancy,  the  structure  had  been  inspected  on  May  3,  1978  by  the  Building 
Inspection  department,  on  May  1 1,  1978  by  inspectors  for  the  Department  of  Human  Resources, 
and  on  July  1 1,  1978  by  an  inspector  fi"om  the  &e  Marshall  division  of  the  district  of  Columbia 
fire  Department.  At  the  time  of  the  fire,  the  home  was  also  without  a business  license,  since  the 
previous  year's  business  license  had  lapsed. 

The  Residents  and  Staff 

Although  the  facility's  Certificate  of  Occupancy  allowed  an  occupancy  of  51  persons,  only 
47  people  were  living  in  the  home  at  the  time  of  the  fire.  The  east  side  of  the  duplex,  in  which  the 
fire  occurred,  housed  21  residents  and  the  west  side  had  26.  Four  more  residents  were  housed  in  a 
detached  carriage  house,  which  was  not  involved  in  the  fire. 

The  residents,  all  of  whom  were  women,  ranged  in  age  fi-om  40  to  80  years.  All  of  the 
residents  had  been  certified  as  capable  of  self-care  prior  to  their  release  fi-om  St.  Elizabeth's 
Hospital.  This  included  the  self-administration  of  personal  medications,  although  community 
residences  were  allowed  under  licensing  regulations  to  supervise  the  taking  of  medications 
prescribed  for  self-administration.  Information  on  the  type  of  medications  and  their  possible 
disabling  effects  on  the  residents  was  not  available  to  the  NFPA. 

During  the  night  shift,  a single  attendant  was  on  duty  in  the  facility.  The  attendant  was 
required  to  be  awake  and  attentive  to  the  conditions  within  the  residence  at  all  times.  A 
tnaintenance  man  also  remained  on  the  premises;  he  resided  in  a living  area  in  the  basement  on  the 
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east  side  of  the  structure. 

Based  on  staff  statements  quoted  in  the  press  and  comments  made  by  survivors,  it  appears 
that  fire  emergency  training  and  fire  drills  were  not  conducted  at  the  facility. 

The  Fire 

The  cause  of  the  fire  has  been  listed  by  the  District  of  Columbia  Fire  Department  Fire 
Marshall's  OfiBce  as  accidental  misuse  of  smoking  materials.  The  exact  scenario  concerning  the 
cause  of  fire  is  not  known  for  certain.  Published  press  reports  indicated  that  a flaming  pack  of 
matches  was  dropped  onto  a black,  vinyl-covered  synthetic  foam  couch,  which  ignited.  This  was 
unconfirmed. 

Shortly  before  1:00  am  on  April  1 1,  1979,  one  of  the  residents  attempted  to  light  a 
cigarette  while  sitting  on  a couch  in  the  "smoking  room,"  located  on  the  first  floor  on  the  east 
side.  This  room  was  actually  part  of  the  entrance  foyer  converted  for  use  as  a smoking  lounge  by 
the  addition  of  couch,  chairs,  and  other  furnishings.  As  the  woman,  described  as  a heavy  smoker, 
sat  on  the  couch,  part  of  the  couch  ignited.  The  resident  attempted  to  douse  the  couch  with 
several  jars  of  water  that  she  carried  from  a nearby  bathroom.  After  these  efforts  failed,  the 
residents  called  for  help.  The  resident  manager,  hearing  the  call,  entered  the  foyer  and  found  the 
center  section  of  the  couch  on  fire.  The  manager  returned  to  the  staff  office  on  the  west  side  of 
the  building  and  called  for  the  maintenance  man,  who  lived  in  the  basement  of  the  east  side  of  the 
facility.  The  manager  also  placed  a call  to  the  fire  department,  reporting  a "couch  on  fire."  She 
then  returned  to  the  east  side  of  the  building,  where  she  alerted  residents  on  all  three  floors.  One 
of  the  residents  tried  to  use  a fire  extinguisher,  but  was  unable  to  remove  the  extinguisher  from  its 
wall  bracket.  The  resident  located  the  alarm  box,  but  could  not  see  how  to  activate  the  alarm.  The 
maintenance  man  arrived  and  immediately  activated  the  system,  but  the  alarm  sounded  only  in  the 
east  side  of  the  building.  The  maintenance  man  was  also  unsuccessful  in  using  the  extinguisher. 

The  fire  spread  to  the  additional  lounge  furnishings  and  to  the  combustible  interior 
stairway  materials  and  short  hallways.  It  quickly  spread  to  the  landings  on  the  second  and  third 
floors.  With  the  hallways  filled  with  fire  and  smoke,  residents  on  the  upper  floors  on  the  east  half 
of  the  duplex  were  trapped  in  their  rooms. 

The  door  between  the  two  halves  of  the  house  at  the  first-floor  level  was  left  in  an  open 
position.  Its  doorway  adjoined  the  "smoking  room"  and  was  in  close  proximity  to  the  open 
stairways  of  both  sections  of  the  building.  Some  smoke  passed  through  the  doorway  into  the  west 
side  of  the  duplex. 

Fire  Department  Actions 

The  first-arriving  fire  department  units  were  at  the  scene  at  1:01  am  and  found  fire  burning 
on  the  first  floor  of  the  east  side  of  the  home  and  flames  bursting  from  the  first-floor  windows. 
Almost  immediately,  the  fire  was  also  visible  in  the  second-floor  front 

and  east-side  windows,  and  shortly  thereafter,  fire  could  also  be  seen  in  the  third-floor  and  attic 
areas,  with  heavy  smoke  reported  on  all  floors. 

Fire  fighters  attempting  to  enter  at  the  front  of  the  east  side  encountered  fire  at  the  front 
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door,  which  were  locked.  They  advanced  additional  lines  through  both  the  front  and  the  rear  of 
the  building  and  completely  extinguished  the  fire  within  1 5 minutes.  The  engine  company  sent  to 
the  rear  of  the  building  had  difficulty  entering  the  alley  because  of  vehicles  illegally  parked  within 
the  marked  fire  lane  area. 

At  1 :08  am,  the  fourth  battalion  chief  ordered  a second  alarm,  and  an  additional  four 
engines,  two  ladders  companies,  a battalion  chief,  and  another  battalion  chief  who  served  as  the 
water  supply  officer  were  dispatched.  At  1 :09  am,  the  Deputy  Chief  ordered  a special  alarm, 
which  brought  an  aerial  tower  to  the  scene.  An  additional  squad  company  was  also  called  to  the 
scene  at  1:17  am.  These  units  assisted  in  search-and-rescue,  overhaul,  and  ventilation  of  the 
building. 

The  26  residents  in  the  west  side  of  the  duplex  were  evacuated  without  injuries.  Fire 
fighters  rescued  seven  residents  from  the  east  side  of  the  building,  five  of  them  over  ladders.  One 
resident  found  in  the  shower  stall  of  the  bathroom  on  the  first  floor  was  removed  through  a rear 
room  normally  blocked  by  one  of  two  beds  in  the  room.  Two  residents  were  rescued  from  the 
roof  of  the  front  porch  over  ground  ladders.  Two  other  residents  were  found  in  the  second-floor 
rear  bedroom  and  were  assisted  from  the  building  over  ground  ladders. 

One  resident  who  had  crawled  out  onto  the  roof  from  her  third-floor  window  was  rescued 
by  means  of  an  aerial  ladder. 

Casualties 

The  body  of  one  victim  was  located  on  the  sidewalk  in  the  areaway  between  the  facility 
and  another  building,  after  he  had  jumped  from  a second-floor  window  in  an  attempt  to  escape.  A 
second  resident  was  also  found  at  this  location,  severely  injured  after  a similar  jump.  Four  other 
residents  were  also  treated  for  other  injuries. 

Five  bodies  were  found  on  the  second  floor,  three  of  them  in  a rear  bedroom.  Fire  fighters 
were  ordered  not  to  move  what  were  thought  to  be  four  bodies,  pending  arrival  of  the  detectives 
from  the  homicide  bureau  of  the  Police  Department.  However,  one  fire  fighter,  making  a check  of 
the  room  approximately  one-half  hour  after  the  alarm,  heard  one  of  the  victims  breathing 
Although  severely  burned,  this  resident  survived  the  fire,  but  succumbed  to  her  extensive  bum 
injuries  at  a hospital  several  days  later.  A fourth  body  was  found  in  an  adjoining  bedroom,  and 
another  was  found  in  an  adjoining  bedroom,  and  another  was  found  on  the  second-floor  stairway 
landing.  Three  victims  were  located  in  two  rear  bedrooms  on  the  third  floor. 

Damage 

Interior  damage  to  the  east  side  of  the  duplex  was  extensive.  Fire  damage  extended  from 
the  first  to  the  third  floors.  The  room  of  fire  origin  was  gutted.  The  stairways,  stairway  landings, 
and  hallways  on  the  second  and  third  floors  were  heavily  damaged.  Second-  and  third-floor  rooms 
on  the  south  (front)  side  of  the  building  and  the  north  end  of  both  upper  floors  received  no  direct 
fire  damage. 

From:  Fire  Saftey  Training  Module  NYC  OMRDD 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  8 
Managing  Daily  Living  Activities 
UNIT  64 

Fire  Evacuation  Procedures  H 


Job  Context:  Emergency  Procedures 

Conununication  Skills:  Locating  Information;  Reading  Comprehension 
Objectives: 

• locate  and  review  emergency  fire  evacuation  procedures 

• review  written  material  for  fire  evacuation  procedures 

• practice  skimming  and  scanning 

Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  emergency  fire  evacuation  procedures. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 
Area  8,  Unit  64).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


O 


Learning  Activity  1 


How  much  do  you  know  about  fire  safety  procedures?  Supplementing  this  unit  is  a 
quiz  on  fire  safety  procedures.  Answer  the  questions.  Then  check  your  answers  on  the 
answer  key  that  follows. 


Learning  Activity  2 

What  are  the  emergency  fire  evacuation  procedures  for  the  Community  Home  or  Center 
where  you  work?  On  a sheet  of  looseleaf  paper  outline  the  steps  that  you  would  follow  if  there 
were  a fire  at  your  work  site. 


Learning  Activity  3 

Supplement  2 is  a memo  on  Family  Care  Fire  Safety  Issues.  Read  this  memo.  Then 
answer  the  Comprehension  Questions  that  follow. 


Learning  Activity  4 

Review  the  memo  from  Learning  Activity  3.  Underline  the  sentences  in  the  memo 
that  refer  to  the  requirements  for  written  documentation  of  drills. 

Supplement  3 is  a fire  drill/evacuation  report  for  the  Finger  Lake  (Monroe)  Developmental 
Center.  Look  over  this  report.  Does  this  report  cover  the  requirements  you  underlined  in  the 
memo?  On  the  fire  drill/evacuation  report,  circle  the  items  that  are  mentioned  in  the  memo. 


Learning  Activity  5 

Locate  and  review  the  fire  safety  diagram  and  fire  safety  plan  at  your  own  work  site. 
Check  to  see  how  much  of  this  information  you  included  in  your  outline  for  Learning 
Activity  2. 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  from  Learning  Activity  2 

• Your  answer  sheet  from  Learning  Activity  3 

• Your  underlined  memo  and  circled  report  from  Learning  Activity  4 


[This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


THEME  AREA  8,  UNIT  64 


Fire  Safety  Procedures  Quiz 


1.  If  you  discover  a fire,  you  should  first; 

A.  pull  the  nearest  fire  alarm. 

B.  notify  your  supervisor  and  follow  instructions. 

C.  rescue  anyone  in  immediate  danger. 

D.  notify  the  Safety  Department. 

2.  Upon  hearing  the  fire  alarm,  you  would  first; 

A.  commence  evacuation  to  safe  area. 

B.  respond  to  nearest  alarm  pull  box  and  check  code. 

C.  call  the  telephone  operator  and  find  out  what  is  wrong. 

3.  An  ABC  extinguisher  can  be  used  on  which  type  of  fire? 

A.  Class  A (wood,  paper,  cloth) 

B.  Class  B (liquids,  oil,  paints) 

C.  Class  C (live  electrical) 

D.  all  of  the  above. 


4.  What  should  you  do  if  an  individual's  clothes  are  on  fire? 

A.  get  a cup  of  water  to  throw  on  him. 

B.  roll  him  on  the  grotmd. 

C.  run  in  search  of  a fire  extinguisher. 

5.  What  is  the  second  thing  you  should  do  when  you  discover  a fire? 

A.  rescue  anyone  in  immediate  danger. 

B.  wait  for  a supervisor. 

C.  pull  the  nearest  fire  alarm  box. 
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6.  Who  is  responsible  for  reporting  the  fire? 


A.  Maintenance  Dept. 

B.  Supervisor. 

C.  Safety  Dept. 

D.  the  discoverer. 


7.  The  term  RACE  is  used  to  reduce  panic.  What  do  the  letters  mean? 

A.  R 

B.  

C.  C 

D.  E 

8.  Where  are  the  smoke  and  fire  doors  located  and  what  are  their  purpose? 

A.  they  are  located  on  all  wings. 

B.  they  contain  fire  for  two  hours. 

C.  they  reduce  spread  of  fire  and  smoke. 

D.  all  of  the  above. 

From:  Brooklyn  Developmental  Center,  Fire  Safety  Procedures  Inservice. 
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Fire  Safety  Procedures  Quiz 


Answer  Key 


1.  C 

2.  A 

3.  D 

4.  B 

5.  C 

6.  D 


7.  Rescue,  Alarm,  Confine,  Extinguish 

8.  D 


ERIC 


THEME  AREA  8,  UNIT  64 


Supplement  2 


OFFICE  OF  MENTAL  RETARDATION  AND  DEVELOPMENTAL  DISABILITIES 


44  Holland  Avenue  • Albany  • New  York  • 12229 
ZYGMONO  L.  SLEZAX  PAUL  S.  PUCCI 

Conunissioner  Deputy  Commissioner 

Program  Planning  and  Policy 


Program  Planning  and  Policy  Analysis 
Administration  Memorandum  No.  83-4 


To: 


From: 


Date: 

RE: 


Family  Care  Providers 

County  Service  Group  Association  Commissioners 
Developmental  Center  Safety  Officers 
B/DDSO  Directors 

County  Service  Group  Family  Care  Coordinators 
B/DDSO  Family  Care  Case  Managers 

James  P.  Otis,  Ph.D. 

Director 

Bureau  of  Standards  and  Procedures 

March  11,  1983 

Family  Care  Fire  Safety  Issues 


A recent  fire  tragedy  in  a family  care  home  in  Western  New  York  State  in  which  three  clients 
lost  their  lives  has  highlighted  the  need  for  family  care  providers  and  OMRDD  staff  with 
responsibility  for  family  care  to  increase  their  awareness  and  vigilance  regarding  fire  safety 
issues.  Its  occurrence  demands  that  all  parties  review  their  means  of  addressing  fire  safety  and 
make  improvements  where  advisable. 

The  specific  section  of  the  regulation  relating  to  fire  safety  for  family  care  homes  is  Section 
87.9  of  Part  87.  A copy  of  this  section  is  attached  for  your  reference.  While  there  are  a 
number  of  standards  within  section  87.9  that  relate  to  assuring  an  environment  that  provides  a 
minimal  level  of  fire  safety  for  clients  and  providers;  there  is  one  to  which  I would  particularly 
like  to  draw  your  attention.  This  is  Section  87.9(d)(4)  which  relates  to  a fire  safety  plan  which 
reads  as  follows: 
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Administrative  Memorandum  No.  83-4 
March  11,  1983 
Page  2 


"A  fire  evacuation  plan  should  be  developed  and  implemented  to  reduce  anxiety  and  panic 
during  a fire  situation.  The  rehearsal  of  the  plan  should  include  all  residents  and  also  the 
family  members.  This  plan  should  be  rehearsed  quarterly  and  a written  record  kept.  If 
necessary,  the  fire  safety  officer  will  be  available  to  help  devise  and  implement  an  evacuation 
plan." 

Based  on  this  standard,  please  be  advised  that  it  is  the  policy  of  OMRDD  that  fire  evacuation 
plans  are  required  of  every  family  care  home.  In  addition,  it  is  expected  that  the  written 
documentation  of  all  drills  will  include  information  on  the  total  time  of  evacuation  and 
identification  of  the  specific  clients  who  are  particularly  slow  in  their  evacuation  performances. 
At  a minimum,  any  plan  that  is  developed  should  have  the  following  general  characteristics: 

a)  Be  specific  to  the  home  and  take  into  account  any  physical  peculiarities  of  the 
environment. 

b)  Contain  the  specific  "how-to's"  written  in  uncomplicated  language. 

c)  Specify  the  means  or  the  process  for  dealing  with  any  problems  that  might  occur. 

d)  Specify  the  means  of  follow-up  which  will  ensure  that  solutions  to  problems  are 
implemented  and  are  effective. 

e)  Specify  the  training  and  practice  guidelines  that  will  be  used. 

f)  Specify  the  records  which  will  be  kept. 

g)  Specify  who  is  responsible  for  what. 

In  the  interests  of  assuring  an  acceptable  level  of  adequacy  in  such  plans.  Commissioner 
Slezax,  has  indicated  that  Developmental  Center  Safety  Officers  are  to  be  called  upon  to 
provide  an  appropriate  level  of  fire  safety  in-service  education  to  B/DDSO  Family  Care  Case 
Managers.  Subsequent  to  this  training,  B/DDSO  Family  Care  Case  Managers  are  to  visit  each 
family  care  home  in  their  service  area  as  part  of  their  next  monthly  visit  schedule  and  review 
and  update  the  existing  plan  or,  if  necessary,  develop  a fire  evacuation  plan.  The  fire  safety 
plan  is  to  be  a jointly  developed  project  between  the  provider  and  the  Case  Managers  with 
input  from  the  Safety  Officer  when  there  are  technical  questions  which  go  beyond  the  Case 
Manager's  training  or  there  is  unresolved 
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Administrative  Memorandum  No.  83-4 
March  11,  1983 
Page  3 


disagreement.  A copy  of  the  final  fire  safety  plan  must  be  kept  at  both  the  family  care  home 
and  the  B/DDSO.  The  fire  safety  plan  is  to  be  reviewed  by  the  Developmental  Center  Safety 
Officer  at  any  time  there  is  a formal  inspection  of  the  home.  Quarterly,  Family  Care  Case 
Managers  should  make  it  part  of  one  of  their  monthly  visits  to  check  on  the  adequacy  of  the 
previous  fire  drill  and  its  documentation. 

As  part  of  the  plan  and  as  required  by  regulation,  there  is  to  be  at  least  quarterly  practice  of 
the  fire  evacuation  procedures  and  written  documentation  of  its  occurrence.  Fire  evacuations 
should  occur  over  the  course  of  a year  during  periods  of  the  day,  evening,  and  night.  It  is 
expected  that  any  problems  that  develop  during  fire  drills  will  be  identified  and  appropriate 
solutions  implemented  to  minimize  their  reoccurrence.  Developmental  Center  Safety  Officers 
can  be  an  invaluable  resource  in  this  regard  and  should  be  consulted  when  the  provider  and 
B/DDSO  Family  Care  Case  Managers  can't  develop  an  effective  answer. 

Client  performances  during  a fire  drill  subsequent  to  practice  and  training,  is  obviously  a 
necessary  consideration.  While  a specific  time  of  evacuation  standard  is  not  specified  in  the 
regulation,  it  is  expected  that  clients  should  be  able  to  exit  the  home  or  move  to  a designated 
fire  safe  area  within  2 V2  minutes  (i.e.,  the  standard  for  self-preservation  capacity  in  all  other 
OMRDD  certified  residential  programs).  Clients  who  take  significantly  longer  than  2 V2 
minutes  must  be  prime  candidates  for  additional  intensive  training  under  the  guidance  of 
appropriate  DDSO  staff.  In  addition,  for  such  clients,  consideration  must  be  given  to  locating 
the  client's  bedroom  on  the  first  floor  of  the  home  or  at  least  closer  to  the  primary  fire  exit. 
For  some  clients,  the  continued  appropriateness  of  the  family  care  placement  from  the 
perspective  of  the  fire  safety  and  self-preservation  capacity  needs  to  be  considered  pursuant  to 
the  requirement  of  Section  87.9(b)  which  states: 

"Requirements  for  residents  who  are  non-ambulatory,  deaf,  blind  or  incapable  of  self 
preservation  under  emergency  conditions  shall  be  determined  on  an  individual  case  basis. " 


While  there  can  be  no  hard  and  fast  rules  applicable  in  this  regard  to  every  client  in  every 
family  care  home,  a conunon  sense  appraisal  of  the  level  of  risk  is  appropriate.  This  appraisal 
may  appropriately  take  into  account  such  factors  as: 

1.  Number  of  total  occupants  in  the  home. 

2.  Age  of  home  and  construction  characteristics. 
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3.  The  specitic  characteristics  of  the  client  which  directly  effect  his/her  evacuation 
performance. 

4.  Level  of  function  of  other  client. 

5.  Capacity  of  the  provider  and  other  clients  to  provide  assistance. 

6.  Type  of  home  (i.e.,  1 or  2 story). 

7.  Location  of  bedrooms  in  relation  to  the  primary  fire  exit. 

8.  The  feasibility  of  structural  modifications  to  the  home  which  will  reduce  fire  risk  or 
provide  enhanced  fire  protection. 

9.  Smoking  habits  (or  lack  thereof)  by  clients  and  providers. 

10.  Any  other  compensating  factors  which  would  appear  to  lower  the  degree  of  risk. 


In  conclusion,  OMRDD  does  not  wish  to  unnecessarily  alarm  providers  or  clients  with  respect 
to  the  issues  of  fire  safety  which  have  been  discussed  in  this  memorandum.  However,  in  light 
of  the  potential  for  tragedy,  it  is  important  that  all  of  us  review  the  matter  carefully  to  ensure 
that  all  that  may  reasonably  be  done  to  ensure  client  safety  has  been  done,  your  personal 
efforts  and  increased  awareness  in  regard  to  the  issue  of  fire  safety  will  go  a long  way  toward 
this  goal. 

Thank  you. 


JPO/jmw 

Attachments 
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Supplement  2 

Memo  on  Family  Care  Fire  Safety  Issues 
Comprehension  Questions 

1 . Why  is  it  important  for  OMRDD  staff  to  increase  their  awareness  of  fire  safety  issues? 

2.  What  is  the  purpose  of  the  fire  evacuation  plan? 

3.  Where  are  the  fire  safety  plans  kept? 

4.  How  often  must  fire  evacuation  procedures  be  practiced? 

5.  How  long  should  it  take  to  evacuate  an  individual  from  a Home? 

6.  What  should  be  done  if  it  takes  longer  than  this  time  to  evacuate  an  individual  from  a 
Home? 
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Theme  Area  8,  Unit  6^  --  Supplement  3 " 
MONROE  DEVELOPMENTAL  CENTER 
FIRE  DRILL/ EVACUATION  REPORT 


Instructions:  -Complete  this  form  for  fire  drills/evacuations  at  either  a coinmtnity  residence  or 
a living  unit.  Please  be  sure  to  make  comments  where  asked;  only  through  your  meaningful 
comments /suggest ions  can  we  improve  the  process  and  make  your  unit  or  residence  safer  for  both 
the  staff  and  the  clients.^ 


DATE: 


SHIFT (X  one)  DAY 


EVEI4ING 


NIGHT 


1 . Living  Unit 


or.  Comm.  Residence/ICF 

2.  Time:  Drill/Evacuation  Started:  Ended: 

3.  Type  of  Alarm:  Fire  Alarm  


Service 


Smoke  Detector 


Time  Elapsed 
Oral 


4.  Was  the  Fire  Evacuation  Plan  showing  evacuation  routes  posted? 

Yes  No  Followed:  Yes No 


5.  Was  the  Fire  Disaster  Plan  Available?  Yes 


No 


6.  CLIENT  (BY  NAME)  PARTICIPATING 
(NOTE:  All  clients  who  are  on 
the  unit.  If  they  are  absent 
note  abs.  after  their  name.) 


TIME  TAKEN 
TO  EVAOTATE 


PROBLEMS/COMMENTS 


(CONTINUED  ON  BACK) 
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6. 


Cont • d . 

CLIENT  (BY  NAME)  PARTICIPATING 


time  taken 

TO  EVACUATE 


PRCBLEMS/COIMENTS 


7- 


STAFF  PARTICIPATING 
NAME 


TITLE 


8. 


EVALUATION-  How  effective  was  the  drill: 
Was  the  all-clear  signal  able  to  be  heard? 


Effective  Not  Effective 

Yes  No  N/A  


Below  please  make  any  additional  comments 
more  effective. 


you  wish  that  would  help  the  drill/evacuation  be 


Safety  Officer  Signature  . 

Living  Unit  Supervisor 

Community  Residence  Director  Signature 


Date 

Date 


Date 
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STUDY  GUIDE 

THEME  AREA  8 
Managing  Daily  Living  Activities 
UNIT  65 

Math  Review  (Decimal  Numbers) 


Job  Context:  Math  Skills  Related  to  Managing  Daily  Living  Activities 
Communication  Skills:  Mathematical  Skills;  Problem-Solving 
Objectives: 

• practice  problem-solving  with  decimals 

• apply  basic  math  skills  to  job-typical  problems 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  practice  solving  problems  that  use  decimal  numbers. 


Learning  Activities 

The  exercises  for  this  unit  are  on  computer  software.  The  name  of  the  program  is 
Introduction  to  Basic  Math. 

From  the  first  screen  you  will  see  the  Chapters.  The  next  screen  will  list  the  Sections. 
Once  you  choose  a section,  the  problems  for  that  section  will  be  loaded  onto  your  screen. 
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As  you  are  working  on  a problem,  if  you  want  to  see  how  a problem  is  worked  out  you  can 
find  out  from  the  menu  bar  at  the  top  of  the  screen.  You'll  see  how  the  problem  is  worked  out 
mathematically.  You  can  also  get  an  explanation  of  how  a problem  is  done  from  the  menu  bar 
at  the  top  of  the  screen  by  clicking  detailed  help.  You  should  try  to  do  the  problems  on 
your  own  first  before  asking  the  computer  for  help. 

There  is  also  a built-in  calculator  which  can  be  reached  from  the  menu  bar.  You  can  use 
this  calculator  when  you're  working.  You  may  also  want  to  keep  a scrap  piece  of  paper  by 
your  work  station  for  doing  calculations. 

If  you  are  working  on  a PC,  this  program  should  be  loaded  onto  your  computer.  You 
should  have  also  gotten  written  instructions  from  the  technology  specialist  describing  how  to 
start  the  program.  If  the  program  is  not  on  your  computer  or  if  you  don't  know  how  to  bring 
it  to  your  screen,  check  with  your  team  leader,  your  instructor,  or  call  our  technology 
specialist.  Her  name  and  number  is  listed  in  the  front  of  your  study  guide. 

If  you  are  working  on  a terminal,  you  will  not  be  able  to  use  the  Introduction  to  Basic 
Math  software  on  your  computer.  Your  DDSO  may  have  arranged  for  you  to  have  access  to 
a PC  that  is  loaded  with  this  computer  software.  If  so,  do  this  unit  on  that  computer.  If  you 
are  not  sure  whether  there  is  a PC  you  can  use  for  this  exercise,  please  check  with  your  team 
leader,  your  instructor,  or  call  our  technology  specialist.  Her  name  and  niunber  is  listed  in  the 
front  of  your  study  guide. 

If  you  do  not  have  access  to  a computer  loaded  with  the  Introduction  to  Basic  Math 
software,  do  the  exercises  on  the  colored  worksheets  in  your  worksheet  folder. 


Learning  Activity  1 

Complete  the  following  on  the  Introduction  to  Basic  Math  software: 

Chapter  3 Operations  on  Decimals 

• Section  2 Adding  Decimal  Numbers 

Problems  #11,  12,  13,  14  (use  page  down  key  to  get  to  problem  #11) 

• Section  3 Subtracting  Decimal  Numbers 

Problems#  11,  12,  13,  14 
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• Section  4 Multiplying  Decimal  Numbers 

Problems  #11,  12,  13,  14 

• Section  5 Dividing  Decimal  Numbers 

Problems  # 12,  13,  14 

Learning  Activity  2 

If  you  have  any  difficulty  completing  the  problems  in  this  review,  you  may  want  to 
continue  practicing  by  completing  problems  #1-10  in  each  of  the  sections  above. 

WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• A message  to  your  Instructor  telling  him  or  her  that  you  completed  this  unit  and  how 
you  did. 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  fmish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  8 
Managing  Daily  Living  Activities 
UNIT  66 

Purchasing  and  Preparing  Food 


Job  Context:  Purchasing  and  Preparing  Food 

Conununication  Skills:  Reading  Comprehension;  Using  Unit  Pricing;  Interpreting 
Nutritional  Labels 

Objectives: 

• comprehending  written  materials 

• reading  figures  and  charts 

• using  basic  computation  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  practice  reading  figures,  charts,  and  labels  pertaining  to  purchasing 
and  preparing  foods  for  community  homes. 


Learning  Activity  1 

Supplement  1 to  this  unit  provides  information  on  using  unit  pricing.  Read  this 
Supplement.  Then  answer  the  questions  on  the  worksheet  that  follows. 
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Learning  Activity  2 

Study  the  charts  in  Supplement  2.  Then  answer  the  questions  on  the  worksheet  that 
follows. 


Learning  Activity  3 

Turn  to  Supplement  3.  These  charts  give  the  recommended  food  quantities  for  meats: 
(pork  and  lamb);  and  dairy  products.  What  is  the  amount  to  purchase  for  service  to  16 
people?  Put  your  answers  in  the  right-hand  column. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  worksheets  for  Learning  Activities  1,2,  and  3 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
■may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  8,  Unit  6(c  - Supplement  I 


Using  Unit  Pricing 

% * 

Each  food  item  on  display  in  a grocery  store  should  be 
accompanied  by  a unit  price  display.  The  unit  price  information 
helps  you  compare  one  product  to  another  to  determine  the  better 
price  value.  Each  item  will  have  the  package  information,  the 
package  price  and  a calculated  price  per  pound  or  item  count. 

For  example: 


Since  the  name  brand  product  and  the  store  brand  product  have  a 
different  number  of  bags  in  each  box,  it!s  hard  to  know  which  is 
cheaper.  The  unit  price  information  (price  per  100  bags)  shows 
you  that  for  an  equal  number  of  bags,  the  store  brand  is  the  better 
buy. 

Some  items  are  compared  by  weight.  .For  example:  . 


:$5J0  ..  ,..  $2.40: 

per  IOC  bags  -'45. bags  * 

PC  tall  kit-bags.:"  ; 


I ' , .SU89 

; ..  ..  30  bagr-C 

I - Glad  tall  kit.bagsr. 


$3.64-  ; , 

^perpound... ^ 

per pound 

...  'IS  OX'. 

Cheerios  ' • .... 

. PC  . toasted  0 .;.  ..  .v  . 

These  two  cereals  are  similar  but  are  different  brands 
with  different  weight  packages.  The  unit  price  (price  per 
pound)  shows  the  price  for  the  larger  package  is  less,  and 
therefore  a better  buy. 


from:  Guide  to  Food  Purchasing  for 
Community  Homes,  NYS  OMRDD 
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THEME  AREA  8,  UNIT  66 


Supplement  1 
Using  Unit  Pricing 


Circle  the  product  that  is  the  better  buy. 


Polaner  Jelly 

3.66  per  pound 

$2.29 

10  oz. 

Gourmet  Jelly 

$ 5.26  per  pound 

3.29 

10  oz. 

Welch's  Jelly 

$ 1.85  per  pound 

1.39 

12  oz. 

Era  Detergent 

$ 2.13  per  quart 

5.99 

90  fl.  oz. 

Dash  Detergent 

$ 2.23  per  quart 

3.49 

50  fl.  oz. 

Cheer  Detergent 

$ 3.19  per  quart 

4.99 

50  fl.  oz. 

Kix  Cereal 

$ 5.85  per  pound 

3.29 

9 oz. 

Trix  Cereal 

$ 6.12  per  pound 

4.59 

12  oz. 

Total  Cereal 

$ 5.85  per  pound 

4.39 

12  oz. 

Prego  Spaghetti  Sauce 

$ 1.82  per  pound 

1.59 

12  oz. 

Healthy  Choice 

$ 1.63  per  pound 

2.59 

25.5  oz. 
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Theme  Area  8,'  Unit  6C  - Supplemeni|  2. 

■ ti  ■ 


The  New  Nutrition  Labels 


Manufacturers  are  required  to  follow  the  new  nutrition  labeling 
regulations.  The  following  page  will  show  you  what  the  label 
looks  like  and  how  to  use  this  information.  It  can  be  helpful  when 
you  are  deciding  which  brand  will  provide  the  lowest  fat,  highest 
fiber  and  lowest  sodium  product.  The  label  also  offers  specific 
information  on  calories  and  cholesterol  which  may  help  you  choose 
products  for  a specific  dietary  goal  or  restriction. 
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j Terminology  used  on  food  labels: 


Key  Words 

■ ■.'.What.they- mean.  ■■■ 

Fat  Free 

Less  chan  0.5  gram  ot  fat  per  serving 

Low  Fat 

3 grains  of  fat  (or  less)  per  serving 

Lean 

Less  than  10  grams  ot  tat, 

4 grams  of  saturated  fat  and 
95  milligrams  of  cholesterol  per  serving 

Light  (Lite) 

(Jne  third  calories  or  no  more  than  half  the 
fat  of  the  higher-calorie,  higher-fat  version; 
or  no  more  than  half  the  sodium  of  the 
higher-sodium  version 

Cholesterol  Free 

Less  than  2 milligrams  of  cholesterol  and  2 
^ grams  (or  less)  of  saturated  fat  per  serving 

from:  NYS  OMRDD  Guide  to  Food  Purchasing  for 
Comnun i ty  HOmes 
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THEME  AREA  8,  UNIT  66 


Supplement  2 

Worksheet  --  Nutrition  Labels 

Use  the  Nutrition  Facts  chart  in  Supplement  2 to  answer  these  questions: 
L How  many  grams  is  the  total  serving  size? 


2.  How  many  calories  are  from  fat? 


3.  How  many  calories  is  the  percent  daily  value  based  on? 


4.  Why  do  they  have  two  calories  listings  (2,000  and  2,500)  at  the  bottom  of  the  label? 


5.  What  is  an  example  of  a dietary  fiber? 


6.  Which  of  the  following  should  be  cut  down  in  your  diet? 

sugar,  carbohydrates,  fats 

7.  How  much  additional  Vitamin  C should  be  consumed  in  other  foods  to  reach  the  total  for 
the  day? 


8.  Why  do  you  think  the  cholesterol  and  sodium  totals  are  the  same  for  2,000  calories  and  for 
2,500  calories? 
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Theme  Area  8,  Unit  66  * Supplement  3 


i 

I 
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Recomnoided  food  Qu&ntitios 


MEATS:  PORK  AND 
LAMB 

poftioa 

tac 

putdane 

wit 

Ampwil<i)  lo  pwrrhiie  Cor  •erneo  ur. 

4 

8 

10 

12 

Pork  chops 
center  cut 

4oz. 

Ib. 

Hi 

2Vi 

2)4 

3)4 

Pork  roast>Bo8ton 
butt  boneless 

3 oz. 

lb. 

3% 

4 

5 

Hem-bone  in 

3 oz. 

lb. 

2 

4 

5 

6 

Ham-boneless 

3 oz. 

lb. 

2H 

3 

3)4 

Pork  roast 
shoulder  picnic 

3 oz. 

lb. 

3)4 

4 

5 

Pork  loin 

3 oz. 

lb. 

3)4 

4 

5 

Pork  spareribs 

3 oz. 

lb. 

3V4 

6% 

8 

9)4 

Pork  sausage 

2 oz. 

Ib. 

1% 

1)4 

1)4 

2 

Pork  tenderloin 

3 oz. 

lb. 

1% 

2)4 

2)4 

3)4 

Bacon-sliced 

2 si. 

lb. 

• V4 

1 

1)4 

1)4 

Leg  of  lamb 

3 oz. 

lb. 

2»A 

3 

3)4 

Lamb  chops 
shoulder  cut 

3 oz. 

lb. 

2 

4 

5 

6 

NQTBt  1.  an  lo 

2.  UMUiabMcDtaui 


1 4PMUI1*  jfD«  on  tooUatljr  tai  ywr  ft 
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4TC 


Recommended  Food  Quantities 


DAIRY 

PRODUCTS 

poftioa 

•iSD 

pordaae 

Amwwi(t)  to  ptirrtMo  for  tervioo  to; 

4 

8 

10 

12 

MiJk 

8 OZ 

quart 

1 

2 

IVx 

3 

ButtenniJk 

8 OZ 

quart 

1 

2 

IVx 

3 

Cheese:  Swiss 
Cheddar 

2 OZ 

lb. 

Vx 

1 

lU 

\Vx 

Yogurt 

8 OZ 

Ib. 

2 

4 

5 

6 

CotUge  Cheese 

4 OZ 

Ib. 

1 

2 

2Vx 

3 

Ricotte 

4 OZ 

Ib. 

. 1 

2 

2Vx 

3 

\ 

'i 

Cream  - 
Light  or  Heavy 

1 OZ 

cups 

U 

Vx 

2/3 

% 

■; 

! 

i 

SOUPS 

i 

Soup: 

Condensed 

5 OZ 

10  OZ  can 

2 

4 

5 

6 

?! 

i 

\ 

' 1 

■ j 

NQTBi  1.  ^ uMm  nmunei 

2.  UMdwblMfcBPfamiOtowrtipiBlMliiyi— woUattytoTwhi— . 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  8 
Managing  Daily  Living  Activities 
UNIT  67 

Interacting  with  the  Medical  Conununity 
Joh  Context:  Interacting  with  Medical  Community 

Communication  Skills:  Developing  Connecting  Skills;  Relaying  Information;  Writing 
Skills;  Problem-Solving  Skills;  Using  a "Consult"  Form 

Objectives: 

• recognize  role  as  advocate  for  the  individual 

• practice  communicating  information 

• use  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #2 


Introduction 

In  this  unit  you  will  review  the  procedures  you  need  when  interacting  with  the  medical 
community. 


Description  of  Videotape  Materials 

For  this  Learning  Activity  you  will  view  a videotape  segment  of  a Direct  Care  Worker 
discussing  a medical  problem  that  may  come  up  with  an  individual  she  works  with, 
"Momma".  This  is  a short  video  segment.  It  is  only  two  minutes  long. 


The  segment  is  on  Videotape  #2,  and  is  labeled  Segment  17\  It  begins  at  00:33:24  and 
ends  at  00:35:42.  Please  note  that  the  filming  of  this  segment  was  not  altogether  clear.  It 
may  seem  to  be  blurred  or  washed  out. 

Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  8,  Unit  67).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

View  Segment  17.  On  a sheet  of  looseleaf  paper  write  down  what  the  medical  problem 
may  be. 


Learning  Activity  2 
Consider  this  scenario: 

It  is  the  weekend  after  Momma  got  her  new  shoes.  You  check  her  feet  and  notice  there  are 
blisters  on  the  back  of  her  heels.  In  addition,  there  is  a sore  on  her  left  toe  that  is  oozing  and 
looks  like  it  may  be  infected.  You  refer  this  problem  to  the  nurse  at  your  site.  She  suggests 
that  Momma  be  taken  to  the  doctor.  You  arrive  at  the  doctor's  office  with  Momma.  How 
will  you  communicate  what  happened  to  the  doctor? 

On  a sheet  of  looseleaf  paper,  write  a script  of  your  conversation  with  the  doctor  about 
Momma's  injury.  Write  it  as  you  would  write  a play,  with  two  characters  talking  to  one 
another. 

For  example: 

Direct  Care  Worker:  Hi!  This  is  Mrs.  Smith.  She  resides  at  a local  community  home.  We 
made  an  appointment  to  see  you  because  she  has  a problem  with  her  feet. 

Doctor:  Have  a seat  in  my  consultation  room.  I'll  be  with  you  in  a minute. 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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Learning  Activity  3 


Supplementing  this  unit  are  some  forms  that  would  be  completed  when  medical  care  is 
needed,  from  the  West  Seneca  DDSO.  You  may  or  may  not  use  the  same  or  similar  forms  at 
your  worksite.  Review  the  forms  in  the  Supplement.  Then  answer  the  questions  on  the 
worksheet  that  follows. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  work  from  Learning  Activity  1 and  Learning  Activity  2 

• Your  worksheet  from  Learning  Activity  3 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  8,  UNIT  67 


SUPPLEMENT 


DDSO  HISC.  #81 


APPOINTME^^T  QUESTION  FORM 


NAME 


NAME/LOCATION  OF  HEALTH  CARE  PROVIDER 


DATE 


PRESENTING  PROBLEM; 


PHYSICIAN’S  FINDINGS: 


NEW  DIAGNOSIS:  

WHAT  ARE  IMPORTANT  THINGS  TO  LOOK  FOR: 


IS  THERE  A NEW  MEDICATION  - 

Name  

Dose  

Frequency  


Side  Effects 


Duration  of  Order 


Prescription  Obtained  - Yes 


IS  THERE  A NEW  TREATMENT: 

Name:  

Dose:  

Frequency : 


No  Refills  (circle)  0,  1,  2,  3,  4,  5 


Instructions  for  Application 


Side  Effects 


Duration  of  Order  

Prescription  Obtained  - Yes  No  Refills  (circle)  0,  1,  2,  3,  4,  5 

HAVE  MEDICATIONS /TREATMENTS  BEEN  DISCONTINUED  - 

Name: ^ 

Effective  Date/Hr,  to  D/C 

Other  Pertinent  Information 
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* LAB  WORK  ORDERED 


* LAB  WORK  COMPLETED  

DATE  OF  RETURN  VISIT  

REFERRAL  TO  ANOTHER  SPECIALIST/CLINIC 

WHO  

WHERE  

WHEN  

OTHER 


*Lab  work  includes  blood  work,  urinalysis,  x-rays,  EKG,  EEG,  etc. 


Signed 

Dated 
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WEST  SENECA  DEVELOPMENTAL  DISABILITIES  SERVICE  OFFICE 

HEALTH  CARE  DATA  SHEET  NAME 

(For  Clients  In  Community  Residences)  CONSEC. 
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NAME 


(Last) 


(First) 


(M.l.) 


ADDRESS 

CONSULTING  SERVICE 


"C  " NO./DDIS  NUMBER 


IS  CLIENT  ELIGIBLE  □ YES 

FOR  MEDICARE?  □ 


MEDICAID  NUMBER 


DATE  OF  BIRTH 


MEDICARE 

NUMBER 


GENDER 


PERTINENT  CLINICAL  HISTORY 

This  is  to  confirm  your  telephone /ve rba 1 orders  to: 
on  for  the 


(name  of  staff  receiving  order) 
above-named  client. 

PRESENT  MEDICAL  CONCERNS 

SPECIFIC  ORDERS: 


( da te ) 


PRESENT  MEDICATIONS 


Signed  . 


Date  . 


REPORT  (FINDINGS.  DIAGNOSIS.  RECOMMENDATIONS) 


DATE  OF 
REPORT  , 


To  verify  the 

order,  kindly 

si 

this  original 

consult  to: 

Name  : 

Joyce  Arkins 

9 

Address : 

Ulest  Seneca 

00 

1200  East  & 

Ule 

Ulest  Seneca, 

Telephone : 

674-6300,  Ex 

te 

( 

You  may  keep  a 

C 

If  you  have  further  orders. 

ki 

provided : 


(USE  BACK  OF  FORM  IF  WECCSSAWY) 


Signed  . 


OMRDD  37  MEO  (MR)  (10>62) 

MEDICAL  INFORMATION  COMMUNICATION  TRANSMITTAL 

FACIUTY/AOENCY 
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THEME  AREA  8,  UNIT  67 


Supplement 

Worksheet 


• Appointment  Question  Form 
1 . What  is  the  purpose  of  this  form? 


2.  How  would  a center  or  community  home  use  the  information  on  the  form? 


3.  On  the  last  line  of  page  1:  What  does  pertinent  mean? 


O 


Health  Care  Data  Sheet 


4.  Where  on  the  form  is  the  purpose  of  the  form  stated? 


5.  On  the  column  headings,  4th  colunm:  What  is  meant  by  "close  entry  with  full  signature 
and  title"? 


* Medical  Information  Communication  Transmittal 

6.  What  is  meant  by  transmittal  in  this  title? 


7.  Why  do  you  think  it  is  important  to  confirm  telephone  orders  in  writing? 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  8 
Managing  Daily  Living  Activities 
UNIT  68 
Spelling  Review 

Job  Context:  Note  and  Report  Writing 
Conununication  Skills:  Spelling;  Dictionary  Skills 
Objectives: 

• review  words  most  often  misspelled 

• review  spelling  rules 

• review  using  a dictionary  for  spelling  and  meaning 


Materials: 

• Study  Guide 

• I^oseleaf  Paper  and  Pen 

Introduction 

As  a Direct  Care  Worker,  you  will  be  asked  to  write  clear  and  accurate  notes,  log  entries, 
and  reports.  These  professional  communications  require  accurate  spelling.  In  Unit  14  you 
reviewed  some  basic  spelling  rules  and  learned  a technique  for  self-study  of  spelling  words. 

In  this  unit  you  will  continue  developing  your  spelling  skills. 


Learning  Activity 

Study  Chapter  14  in  your  Writing  Skills  Handbook,  pages  89-98.  Then  complete  the 
colored  worksheets  in  your  worksheet  packet.  The  worksheets  are  headed  14:  Spelling.  Do 
the  exercises  on  the  first  set  and  the  second  set. 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  worksheets  for  the  Learning  Activity 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
[is_oye^you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  8 
Managing  Daily  Living  Activities 
UNIT  69 

Leisure  and  Recreational  Activities 


Job  Context:  Assessing  Individual's  Daily  Living  Activities 
Conununication  Skills:  Reading  Comprehension;  Writing  Skills 
Objectives: 

• review  written  material  on  leisure  and  recreational  activities 

• practice  writing 


Materials: 

• Smdy  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  the  meaning  of  leisure  and  recreational  activities. 

Learning  Activities 

Some  of  these  Learning  Activities  ask  for  your  personal  opinions  or  experiences.  Any 
information  you  give  will  be  kept  confidential. 

Learning  Activity  1 

As  a Supplement  to  this  unit  is  an  Information  Sheet  fi’om  an  OMRDD  Learning  Guide  to 
Individualized  Instruction.  Read  the  Information  Sheet.  Then  answer  the  questions  that  follow. 
Check  your  answers  on  the  answer  key  provided. 
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Learning  Activity  2 


Think  about  the  leisure  and  recreational  activities  in  your  own  life.  In  an  e-mail  message 
to  your  Instructor,  make  a list  of  the  leisure  activities  and  a list  of  the  recreational  activities 
that  you  enjoy. 


Learning  Activity  3 

Write  an  e-mail  message  to  your  e-mail  partner  with  a copy  to  your  Instmctor.  Pick  one  of 
the  leisure  activities  or  recreational  activities  that  you  put  on  your  list  in  T naming  Activity  2. 
Describe  the  activity  to  your  e-mail  partner.  Do  you  do  this  activity  alone  or  with  other 
people?  How  did  you  first  get  introduced  to  this  activity?  What  about  the  activity  do  you  enjoy 
most? 

Be  sure  to  use  complete  sentences  and  apply  the  grammar  mles  you  have  learned  so  far  such 
as  subject  and  verb  agreement.  Be  sure  to  edit  and  spell-check  your  work  before  sending  it. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• Your  lists  from  Learning  Activity  2 

• A copy  of  your  e-mail  message  to  your  e-mail  partner  from  Learning  Activity  3 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you  may 
want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session  is  over| 
I you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  8,  Unit 
Supplement 


Duty;  Organizes  leisure/recreation  activities. 

Task:  5.1  Plan  and  construct  activities  for  small  groups 

of  clients. 


IXFORMATJON  SHKST  *2  1 

"fiBAT  ARX  RECUSATION  AND  LEISURE  ACTXVITXSS?" 

A Leisure  Activity  Is. . . 

-an  activity  that  makes  the  individual  relax. 

-an  activity  that  makes  the  individual  feel  good  about 
him  or  herself. 

-an  activity  that  makes  the  individual  feel  good  about 
the  place  where  the  activity  takes  place  — a safe 
comfortable  place. 

-an  activity  that  does  not  cause  stress  or  tension. 

-an  activity  that  makes  an  individual  feel  rested. 

-leisure  activities  are  usually  done  in  one's  spare 
time.  They  are  unstructured  and  don't  require  a lot  of 
planning. 

A Recreation  Activity  Is . . . 

-fun  for  the  individual  involved. 

-an  activity  that  is  different  from  the  individual's 
work  or  training. 

-a  special  activity  that  the  individual  can  learn  from, 
but  doesn't  have  to  learn  in  order  to  live  from  day  to 
day . 


-at  times  physical  exercise. 

-at  times  mentally  challenging. 

-at  times  a totally  new  experience. 

-an  activity  that  is  usually  not  done  everyday. 

-an  activity  that  adds  to  the  quality  of  the 
individual's  life. 

-A 

to  finish  rending  about  mscremfion  and 


Go  to  next  page 
laisure . 


groups 


Duty:  Organizes  lelsure/recreatlon  activities. 

Task:  5.1  Plan  and  construct  activities  for  snail 

of  clients. 


When  we  say  Imimurm  activity  we  mean  a behavior  which  is 
rmmtful  to  the  individual . 


When  we  say  racraation  activity  we  mean  a stxxLcturad 
mctivity  or  avaat  that  is  refreshing  to  the  body  or  mind. 
It  can  be  some  sort  of  play  like  games,  sports,  or  hobbies; 
or  it  can  be  an  amusement  or  social  activity. 

Any  recreation  activity'  could  be  leisure  to  certain 
individuals,  but  not  all  leisure  is  recreation  (e.g. 
watching  television,  swinging  on  a hammock . or  getting  a 
manicure ; ) » » 

Many  times  leisure  activities  are  more  quiet  and  passive. 

activities  tend  to  be  more  active,  involve 
movement,  or  going  to  another  location. 

and  roermmtioa  activities  should  be  fun  for  the 
individuals  Involved. 


It  is  the  responsibility  of  staffpersons  to 
®ii®ots  to  activities  which  are  age  appropriate 
do  not  use  crayons  with  Smurf  coloring  books, 
do  not  go  to  Rambo  movies. ) 


help  direct 
(e.g.  adults 
and  children 


A22  2ad2vidam2m  Togmrd2mmm 
access  and  ehoiem  iRbsn  Jt 
activity. 


ot  d2smb222ty  hmvm  a right  to 
commm  to  2mimttr»  mad  rmermation 


Go  to  n*art  page  and  bmgin  to  enawmr  questions  concerning 
recreation  and  leisxue.  rou  may  refer  back  to  Pages  4-  and  5 
for  beJp  to  answer  these  questions.  ^ 
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Duty:  Organizes  lelsure/recreatlon  activities. 

Task:  5.1  Plan  and  construct  activities  for  small  groups 

of  clients. 


ACTIVITY  SSSST  #1  QOSSTIONS 
3ASSD  ON  INFORMATION  SSSST  FI 


Sally  and  Carl  are ‘sitting  In  the  llvlngroon  playing  cards. 
Sally  Is  calm,  laughing  and  having  a good  time. 

Carl  tells  Sally  that  he  is  stupid  because  he  is  playing  so 
badly.  He  Is  wringing  his  hands,  sweating,  and  seems  very 
nervous . 

(Plmmmm  check  T tor  True  or  F tor  Fmlam) 

1.  Playing  cards  is  a good  leisure  time  activity  for  Sally? 

p 

2.  playing  cards  is  a good  leisure  time  activity  for  Carl? 

T ; p 


Phillip  loves  to  go  to  the  museum.  Since  Phillip  speaks 
little  and  shows  few  recreation  or  leisure  time  interests 
many  staffpeople  are  surprised  by  his  interest.  He  in  fact 
becomes  so  excited  before  going  that  he  hj»«a  thrown  up 
several  times.  The  staffpeople  have  many  opinions  about 
' s trips  to  the  museum.  Indicate  if  you  agree  or 
disagree  with  their  opinions. 

3.  Because  he  has  thrown  up  on  occasion,  this'  is  not  a good 
recreation/ leisure  activity  for  Phillip  . 

1 ^P 

4.  Staffpeople  should  concentrate  on  helping  Phillip  stay 
calm  before  going  rather  than  taking  away  his  pleasures. 

^p 


Please  continue  answering  questions  on  the  nextg,page. 

r 


li 
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Benny  really  enjoys  knitting.  He  Is  very  good  at  It  and  -• 

works  on  hats,  mittens,  ^d  vests  almost  every  night.’"  Many  iv' 
staffpeople  feel  that  Benny  needs  more  physical  exercise. 

They  fsal  he  should  spend  the  time  he  uses  for  knitting  to  --  -- 
bo  Involved  in  more  physical  activity.  They  also  state  that 
since  his  eyesight  Is  getting  so  poor  he  should  not  do  so 
Btuch  fine  work. 

5.  Beany's  knitting  is  a leisure  time  activity. 

T P 

6.  The  staffpeople  who  want  him  to  change  his  behavior  are 
suggesting  another  leisure  time  activity  instead  of 
knitting. 

T p ■ . 

7.  Benny  has  a right  to  continue  his  knitting  even  if  he 
needs  more  physical  activity  and  is  having  trouble  with  his 
eyesight. 

T 

3.  Is  it  possible  for  Beany  to  strengthen  his  body  and  eyes 
without  giving  up  knitting? 

T p 

3.  Some  staff  members  say  that  Benny  knits  because  he  is 
mentally  disabled.  A man  shouldn't  do  something  so 
feminine,  and  it  is  the  staffs'  responsibility  to  help 
change  his  activity. 

_T  " ^P 


So  to  next  page  and  find  answers  for  questions  ^ to 


8. 
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X9ys  Questions  1 to  8. 

1.  X T "Sally  is  calm,  laughing,  ■ 

and  having  a good  time. " 

2 . T X P "Carl  is  wringing  bis  hands 

i sweating,  and  seems  very 

nervous.  " 

3 . T X P . "Phillip  loves  to  go  to  the 

museum . . . and  shows  few 
recreation/ leisure 
interests . " 

4 . X T P "He . . . becoaes  so  exci ted 

. before  going  that  be  has 

thrown  up. . . " 

5 . X T _£ P It  Is  an  unstructured, 

spare  time  activity. 


8.  X T 

9.  T 


X, P The  physical  activity 

suggested  would  be 
recreation  not  leisure. 

P "All  individuals. . .have  a 
right  to  access  and 
choice. " 

P Sure,  there  are  other 
activities  which  could 
help  do  this. 

X ^P  Although  It  Is  the 

responsibility  of  staff- 
persons  to  direct  clients' 
to  age  appropriate 
activity.  It  Is  also  their 
duty  to  respect  the 
decisions  and  values  of 
clients. 


from;  State  of  New  York  OMRDD 

Learning  Guide  for  Individualized  Instruction 
Duty;  Organizes  Leisure/Recrealion  Activities 
Task;  5.1  Plan  and  Construct  Activities  for  Small  Groups 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREA  8 
Managing  Daily  Living  Activities 
UNIT  70 

Assessing  an  Individual's  Leisure  Interests 


Job  Context:  Assessing  Individuals'  Daily  Living  Activities 

Conununication  Skills:  Reading  Comprehension;  Writing  Skills;  Problem-Solving; 
Locating  Information 

Objectives: 

• review  written  material  on  leisure  and  recreational  activities 

• apply  procedure  to  practice 

• practice  writing 

• practice  locating  information 

• employ  problem-solving  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  how  to  find  the  proper  sources  to  use  in  assessing  an 
individual's  leisure  and  recreational  interests. 
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learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  8,  Unit  70).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

As  a Supplement  to  this  unit  is  an  Information  Sheet  from  an  OMRDD  Learning  Guide  to 
Individualized  Instruction.  Practice  pre-viewing  skills  in  order  to  increase  comprehension 
Read  the  title  and  dark  printed  headings  first.  Then  try  to  predict  what  the  article  is  about. 
Then  read  the  Information  Sheet.  Then  answer  the  questions  that  follow.  Check  your  answers 
on  the  answer  key  provided. 


Learning  Activity  2 

Pick  an  individual  you  work  with,  a co-worker,  a friend,  or  a member  of  your  family. 
Over  the  next  few  days,  find  out  what  this  person's  recreational  and  leisure  interests  are  by 
following  the  steps  outlined  in  the  Supplement  to  this  unit: 

1 . Talk  to  the  person; 

2.  Observe  the  person; 

3.  Read  about  the  person  (if  possible); 

4.  Talk  to  others  about  the  person. 

Take  notes  on  what  you  find  out. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT; 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  from  Learning  Activity  2 
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I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  8,  Unit  70 
Supplement 


Duty:  Organizes  leisure/recreatlon  activities. 

Task:  5.1  Plan  and  construct  activities  for  small  groups 

of  clients. 


IHTORMATIOH  SSZXT  #2 

"rimisa  sovrcss  to  assess  clieets' 

RECXEATION/LEISURE  INTERESTS" 

There  are  4 basic  ways  (points  A.  to  D.  } to  assess  a 
client's  recreation  and  leistire  interests.  To  use  these 
sources  you  must  taiJe,  obmmrvm,  mnd  read. 

TaJJc to  the  client  and  others. 

Observe. .the  client. 

JZead records . 


A.  The  first  place  to  start  is  to  taJJr  to  the  elimnt.  Ask 
her  what  she  enjoys  doing  and  what  they  might  want  to  do  in 
the  future.  For  a client  who  has  trouble  expressing  herself 
you  may  want  to  use  some  aids  to  help  the  conversation.  You 
can  use  pictures  and  magazines  that  show  leisure  and 
recreation  activities.  Start  by  allowing  the  client  to  look 
through  the  pictures  and  pick  out  the  ones  which  interest 
her. 

If  you  are  working  with  a non-verbal  client,  or  any  client 
with  difficulty  es^resslng  desires  with  words,  you  might 
want  to  use  another  way  as  well.  Be  prepared  to  ask  the 
client  questions  concerning  possible  recreation/leisure 
activity.  You  can  base  your  questions  on  a Rmeromtion 
Snrvmy  like  Appendix  A.  Be  sure  to  be  prepared  with  as  many 
pictures  as  you  can  to  match  the  items  on  the  survey.  . 

Another  way  to  talk  to  clients  about  recreation/leisure 
interests  is  to  have  a group  meeting.  Other  clients  may 
nmam  activities  that  the  client  you  are  assessing  will  be 
interested  in  too. 

Rmmmmbmr:  one  of  the  best  ways  to  ask  clients  what  their 
recreation/ leisure  interests  are  is  to  say  to  them,  “what 
would  you  like  to  do  to  have  fun?“ 


Go  to  next  pege  and  continue  reading 
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Duty:  Organizes  leisure/recreation  activities. 


Task:  S.i  Plan  and  construct  activities  for  small  orouos 

of  clients.  a F 


B.  A second  way  to  gather  information  about  a client's 
s'screatlon/lelsure  Interests  is  to-  obmerw  him.  Watch  what 
attracts  his  Interest.  This  can  be  done  either  when  the 
client  is  in  a structured  activity,  or  during  "spare  time  " 

a tremendous  amount  of  time  watching 

r V wil?  y^  tonld  b«  ^mtaung 

r.  K.  with  Glimntmrn  Thim  dOGm  not  bmlp  climntm  dm^^loo 

•kilim.)  But  if  the  client  is  watching  T.V.  you 

activities  that  Interest  him. 
Watch  the  client  you  are  assessing  when  they  Interact  with 
people.  Whe‘t  cep^iires  his  Ixi^tepes^t? 


C.  A third  way  to  assess  Interest  is  to  read  the  elimnfm 
records  and  recreation  aorvey.  If.  you  are  able  to  get  a 
survey  that  a recreation  -therapist  has  completed,  you  should 
get  a number  of  ideas  of  recreatlon/lelsure  desires. 


D.  A fourth  way  to  assess  the  clients  likes  and  dislikes  is 
with  other  people  Mho  know  the  client.  This  can 
include:  staff  people  from  otheir  day,  residential,  and 

recreation  programs.  The  client's  friends  might  know  a lot 
about  his  likes  and  dislikes.  Another  source  of  information 
would  be  the  client's  family. 


level  of  mkill  in  these  activities. 


best  copy  available 
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DutY!  Organizes  leisnre/recreation  activities* 

Task:  5.1  Plan  and  construct  activities  for  small  groups 

of  clients. 


ACTIVITY  SHOT  #2  QUBSTIOHS 
Pfi-cim  ON  INFOiaiATION  SHEET  VS 


Sally's  recreation  survey  provides  much  information  about 
her  recreation/ leisure  interests.  She  enjoys  playing  table 
games,  going  on  trips,  cooking,  and  looking  for  stones  and 
shells  on  the  beach.  Her  survey  notes  that  she  is  ve^ 
afraid  of  going  into  water  and  is  afraid  of  heights.  She 
also  becomes  claustraphobic  (feels  closed  in)  in  crowds. 


Her  medical  record  clearly  states  that  her  medication  makes 
her  photosensitive.  She  cannot  be  out  in  the  sun  without 
sunblock  and  a hat. 


When  interviewed  about  her  interests  she  says  that  she  likes 
to  "go  on  vacation,"  have  picnics,  play  cards,  and  listen  to 
the  radio . 

At  the  day  program  she  chooses  cooking  class  as  often  m 
possible.  She  likes  to  cook  and  serve  lunch  to  others.  She 
also  has  used  her  stone  collection  to  make  trays.  She 
arranges  the  stones  in  plaster  of  par is  that  is  poured  into 
a wooden  frame.  She  likes  to  serve  her  "luncheons  from 
these  trays. 


Her  mother  takes  her  on  vacation  to  Cape  Cod  every  summer. 
She  comes  back  to  the  residence  with  bags  of  stones  and 
shells.  Her  mother  says  that  at  Cape  Cod  Sally  likes  to 
water  the  flowers  and  work  in  the  vegetable  garden.  She 
especially  likes  to  cook  vegetables  she  has  picked  from  the 
garden.  Her  sister  reports  that  she  loved  going  to  an 
•Biosement  park.  The  bumper  cars  and  hall  of  mirrors  were 
her  favorites. 


^PJmm  mmrk  with  an  X the  most  mpproprimtm  recreetion/ 
2mimuP9  meti’vity  eoamidmrixtff  SmJJy'e  intmrmmtm. ) 


1.  a.  ^Qoing  swimming 

b.  Walking  on  the  beach 

c.  ^Riding  on  the  Perris  Wheel 


PJeaee  continue  answering  questions  on  next  page. 
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starting  an  herb  garden 

Going  to  a hardware  store  to  buy  plaster  of  par Is 
Taking  a subway  to  the  Botanical  Gardens 


Observing  Phillip  shows  that  he  is  almost  totally  non- 
verbal.  He  will  say  yes  or  no  at  times,  but  those  are  the 
only  words  he  uses.  He  Is  able  to  express  to  others  when  he 
is  happy  or  sad  though.  When  he  is  unhappy  about  something 
he  becomes  agitated,  clenches  his  fists,  tightens  up  his 
face,  rocks  in  place,  and  grunts.  When  he  is  haoov  he 
smiles  a lot. 

His. record  states  that  many  situations  make  him  anxious,  and 
he  takes  a medication  to  keep  him  calm.  Phillip  has  many 
interests  and  likes  to  do  things  outside  of  the  residence, 
but  traveling  to  activities  can  be  very  stressful  for 
The  recreation  therapist  suggests  that  when  on 
recreation  trips  a staffperson  should  give  Phillip  almost 
constant  attention.  If  something  is  bothering  Phillip,  ^nd 
no  one  notices  or  helps  him.  he  may  at  times  hit  someone  to 
sr*t  attention.  Noise  and  confusion  bother  Phillip.  If  he 
gets  one  to  one  attention  In  these  situation,  he  can  usually 
control  himself. 

His  recreation  survey  states  that  Phillip  loves  to  look  at 
and  listen  to  things.  He  loves  records  (especially  rock 
groups),  movies,  dances  (If  he  has  someone  to  stay  with 
and  dance)  . and  museums.  He  Is  also  very  content  to  look 
out  the  window  when  riding  on  an  uncrowded  public  bus  or  the 
residence  van.  If  it  Isn't  crowded. 

Phillip's  day  treatment  program  says  that  Phillip  Isn't 
interested  In  much  of  anything  except  going  to  a swimming 
program  once  a week.  They  say  that  he  tries  to  put  on  his 
swimming  suit  everyday.  He  Is  very  proud  of  the  fact  t^t 
learning  to  swim.  He  has  a number  of  behavioral 
problems  at  -that  program.  He  Is  always  In  a large  group 
there  and  he  Isn't  very  happy  with  so  many  people. 

has  no  family  contact,  but  a volunteer  has  visited 
him  for  many  years  — since  before  coming  to  live  In  the 
residence  when  he  lived  In  the  developmental  center.  He 
••y*  that  Phillip  was  born  Into  a very  large  family.  Since 
he  was  mentally  retarded  he  got  very  little  attention  before 
he  moved  to  the  developmental  center.  The  volunteer  has 
seen  Phillip's  Interest  grow  the  fastest  when  he  could  have 
close  contact  with  a staffperson.  If  staffpeople  will  take 
Phillip  places  without  stressful  travel,  or  big  crowds,  he 
will  enjoy  himself  much  more. 

Pleaso  ansttar  questions  on  next  page. 
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mmmm  mmrk  with  mn  X thm  momt  mpproprimtm  rmcrmmtion/ 
murm  metlvity  coamldmriaff  Pbi22ip'm  intmrmmtm.) 

3.  a.  Going  to  a rock  concert 

b.  Driving  to  the  zoo  with  2 other  clients 

c.  ^Halting  In  line  to  eee  a new  movie 


4.  a.  Spending  the  afternoon  at  a small  uncrowded  pool 

b.  Buying  tickets  to  see  a big  museum  show 

c.  Taking  all  of  the  residents  to  a restaurant 

When  observing  Benny  one  Immediately  notices  that  he  hjna 
much  trouble  walking.  The  movement  of  his  arms  Is  jerky  as 
well.  It  Is  really  amazing  how  well  he  can  knit  considering 
how  twisted  his  hands  are. 

His  record  states  that  he  has  cerebral  palsy  as  well  as 
being  mentally  retarded.  He  also  has  a heart  problem.  It 
Is  suggested  that  he  exercise  only  moderately,  and  rest 
after  exercising.  The  physical  therapists  report  says  that 
short  periods,  of  swimming  would  be  the  best  exercise  for 
him,  and  he  greatly  enjoys  this. 

Benny  Is  very  verbal  and  loves  to  talk.  He  Is  generally 
very  easy  going  and  Is  willing  to  provide  much  Information 
about  his  recreation  and  leisure  Interests.  He  Is  very 
opinionated  amd  tells  staff  that  It  Is  none  of  their 
business  when  they  tell  him  he  shouldn't  knit.  He  seems  to 
be  proud  of  the  fact  that  he  can  do  It  at  all.  He  lists  his 
Interests  as  being:  dating,  going  out  to  eat,  drinking 
cocktails,  watching  comedies,  going  on  trips,  getting  a 
suntan,  buying  clothes,  and  kissing. 

Benny  Is  able  to  go  to  social  events  Independently  and  date, 
as  he  has  travel  and  money  skills.  He  Is  also  able  to 
purchase  clothes  by  himself. 

Observing  Benny  shows  something  that  the  records  and  surveys 
don't.  He  Is  a real  leader.  He  makes  many  decisions  for 
the  group  In  the  residence.  The  other  residents  all  tend  to 
do  what  he  tells  them  to  as  well.  He  can  become  somewhat 
bossy  at  times,  and  asks  others  to  do  things  for  him  which 
he  could  do  himself.  He  Is  very  kind  to  others,  though. 


Continue  reading  on  the  next  page. 
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The  day  program  staff  are  very  fond  of  Benny  and  report  that 
he  responds  well  to  almost  any  new  activity  as  long  as  it 
does  not  demand  a lot  of  physical  activity. 

His  mother  is  the  person  who  started  him  knitting.  she  is 
convinced  that  if  he  used  his  body  more  that  he  wouldn't 
have  as  serious  physical  limitations  as  he  has  (the  physical 
therapist  says  this  is  not  true . ) She  reports  that  as  a 
teenager  all  he  did  was  sit  in  the  back  yard  and  sunbathe 
while  knitting.  She  says  that  he  was  "vain  and  lary"  his 
entire  childhood. 

(PImmmm  mmrk  with  mn  X thm  most  mpproprimtm  recreation/ 
Iwimurw  activity  eonmidmriag  Bmnny*m  Intmrwmtm. ) 


5.  a.  Taking  an  exercise  class 

b.  Going  for  a long  walk  in  the  park 

c.  ^Attending  a recreation  trip  to  a night  club 

6.  a.  Shopping  for  a new  suit  to  match  the  gray  and 

maroon  vest  he  knitted  for  himself 

b.  Learning  how  to  ride  a bicycle 

c.  ^Working  on  a Jigsaw  puzzle 


from:  NYS  OMRDD  Learning  Guide  for  Individualized  'Instruction 


Go  to  next  page  to  find  the  answer  key. 
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Anmwar  Kmy:  Qaastlona  1 to  6 


1.  a.  Going  swlBBlng 

b.  X Walking  bn  the  beach 

c.  Riding  on  the  Ferris  Wheel 

Sully  iu  ufruld  of  going  into  tmtor,  and  im  mfrmid  of  boigbts, 
bat  mho  lovmm  to  eolloet  utonmm  mod  mbollm. 

2.  a.  X Starting  an  herb  garden 

b.  Going  to  a hardware  store  to  buy  plaster  of  parls 

c.  Taking  a subway  to  the  Botanical  Gardens 

Smlly  onjoym  gurdoning  und  cooking  with  whmt  mho  hmo  grown.  Sho 
dooon't  liko  crowds  or  eloood  in  plmeoo  liko  tho  oabwmy,  mnd 
chopping  mt  tho  hmrdwmrd  storo  imn’t  m rocromtion  metivity. 

3.  a.  _Golng  to  a rock  concert 

b.  X Driving  to  the  zoo  with  2 other  clients 

c.  ^Waiting  In  line  to  see  a new  movie 

Both  tho  rock  concert  mnd  waiting  in  lino  for  m movio  would  seen 
that  Phillip  would  hmvm  to  doml  with  erowdm.  Crowded  oitumtionm 
are  difficult  for  him.  Tho  van  ride  to  the  zoo  ie  the  oort  of 
mumll-group  trip  which  Phillip  im  mblo  to  hmndlo. 

4.  a.  X Spending  the  afternoon  at  a small  uncrowded  pool 

b.  Buying  tickets  to  see  a big  museum  show 

c.  Taking  all  of  the  residents  to  a restaurant 

Tho  second  two  choicom  moon  erowdm  mgmin.  Phillip  rometm  woll  to 
mumll-group  metivity  of  pormonml  intoromt. 

5.  a.  Taking  an  exercise  class 

b.  Going  for  a long  walk  In  the  park 

c.  X Attending  a recreation  trip  to  a night  club 

Ohlomm  the  exercise  elmmm  worn  gomrod  to  Bonny'm  homlth  needs  it 
would  probmbly  bo  too  tmxing,  mm  the  lone  wmlk  would  bo.  Bonny 
would  bo  mblo  to  do  mmny  of  him  fmvorito  moeiml  activities  at  a 
night  club. 


6.  a.  X Shopping  for  a new  suit  to  match  the  gray  and 
maroon  vest  he  knitted  for  himself 

b.  Learning  how  to  ride  a bicycle 

c.  Working  on  a jig  saw  puzzle 

Bicycling  would  bo  too  phymiemlly  dommnding  for  Bonny.  A Jigomw 
puzzlo  might  over  tax  him  eyes  and  hmndm.  So  could  mhop  for  tho 
suit  by  himmolf  mnd  ho  im  intoromtod  in  how  ho  lookm. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 

THEME  AREAS 
Managing  Daily  Living  Activities 
UNIT  71 

Finding  Sources  for  Leisure  Activities 


Job  Context:  Planning  Individuals'  Daily  Living  Activities 

Conununication  Skills:  Reading  Comprehension;  Problem-Solving;  Locating  Information; 
Planning  Skills 

Objectives: 

• review  written  material  on  leisure  and  recreation  activities 

• apply  procedure  to  practice 

• find  methods  to  locate  resources  for  activities  in  the  community 

• locate  resources  for  activities  in  the  community 

• employ  problem-solving  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  how  to  find  sources  for  leisure  and  recreational  activities  in  the 
local  community. 
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Learning  Activities 


Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  ff  and  Unit  # (Theme 
Area  8,  Unit  71).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

Supplementing  this  unit  is  an  information  sheet  from  an  OMRDD  Learning  Guide  to 
Individualized  Instruction.  Read  the  Information  Sheet.  Then  answer  the  questions  that 
follow.  Check  your  answers  on  the  answer  key  provided. 


Learning  Activity  2 

Over  the  next  few  days,  check  the  local  resources  available  to  you  for  leisure  and 
recreational  activities.  Refer  to  at  least  three  different  resources.  Think  about  the  individuals 
you  work  with  and  make  a list  of  activities  that  might  be  of  interest  to  them.  Or,  if  you 
prefer,  make  a list  of  the  leisure  and  recreational  activities  that  are  of  interest  to  you.  Write 
down  the  sources  that  you  used  for  your  information. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  from  Learning  Activity  2 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  8,  Unit  71 
Supplement 


Duty: 

Organizes  leisure/recreation  activities.. 

Task: 

5.5 

Identify  and  use  community-based  leisure  and 
recreational  activities . 

Bnd 

Task: 

5.6 

Establish/Maintain  rapport  with  recreational 
contacts . 

INFORMATION  SHEET  *1 

"NHERE  TO  FIND  SOURCES  FOR  LEISIHiE/RECRSATION  ACTIVITIES  IN 

TEE  LOCAL  COMMUNITY" 

A Lelsure/Recreatlon  Source  Is. . . 

-a  place  to  find  information  about  possible  leisure 
and/or  recreation  programs  for  individuals. 

-a  resource  that  can  take  many  forms.  It  can  be  in  a 
newspaper,  magazine,  catalog,  brochure,  calendar 
of  events,  an  announcement  on  television  or  radio, 
come  from  telephone  Information,  or  can  be  from 
word  of  mouth. 


The  more  creative  you  become,  the  more  sources  you  will 
flndl  Look  for  leisure/recreation  ideas  in  the  following 


sources . . . 


-"What's  Happening"  Section  of  a neighborhood 
newspaper . 

— "Leisure"  Section  of  the  daily  newspaper. 

—"Weekend"  Section  of  the  Friday  newspaper. 

—"Arts  And  Leisure"  Section  of  the  Sunday  newspaper. 

~Reglonal  magazines  that  list  cultural  events  such  as 
"Adirondack  Life,  " "New  York  Magazine,  " "Buffalo 
Magazine,  " and  "Lang  Island  Life.  " 

—Brochures  from  the  Chamber  of  Commerce,  or  Office  of 
Tourism. 

-Listings  of  events  from  local,  state,  or  federal 
Department  of  Parks  and  Recreation. 

-Get  on  the  mailing  list  for  cultural  organizations. 

-Organizations  that  offer  free  or  discounted  tickets  to 
cultural  and  recreation  events,  such  as  Hospital 
Audiences  Inc. 


-Programs  offered  at  local  schools  and  colleges. 
-Recreation/leisure  programs  offered  by  agencies  with 
programs  for  people  with  development  disabilities. 


Go  to  nert  page  to  finish  reading  about  finding  recreation 
and  leisure  resources. 

SIG  5.S,  5.6 
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-Programs  offered  by  public  recreation  and 

organitsations  such  as  the  YMCA,  YWCA,  YMHA 
Boy*s  and  Gdrl^s  Clubs,  Boy  and  Girl 
Junior  Achievement , etc. 

-Senior  citizens  programs  for  older  adults • 
(Note:  look  for  this  sort  of  agency  in  the 

Pages  of  the  phone  book  under;  Social 
Agencies. ) . 


leisure 
. YWHA, 
Scouts; — r~ 


Yellow 

Service 


-And  don't  forget  your  best  resource  for  information 
about  possible  recreation/ leisu?§  activities. . . the 
perticipants  themselves. 


-Gather  all  of  the  materials  that  you  can  find,  ask  the 
group  to  bring  their  own  materials,  and  sit  down 
with  an  individual  or  a group.  Read  over  the 
materials,  discuss  the  activities,  and  get. 
feedback  on  interest.  Let  the  participants  do 
most  of  the  talking.  The  point  of  this  plaxming 
help  the  individual  to  become  as  independent 
as  possible ^ in  planning  leisure/recreation  time. 


-Make  a list  of  10  possible  leisure/recreation 
activities  to  allow  for  a broad  set  of  choices. 


reject  a possible  resource  because  you  think  it  offers 
ij^ia^^e/recreation  that  is  not  appropriate  for  the  person  (s) 
you  have  in  mind.  Don* t make  a Judgement  until  after  you 
Javs  rcviopfed  wbat  the  program  has  to  otfar,  and  discusssd 
Idoas  with  the  participant,  Somstimes  you  will  he 
surprisodJ 

It  is  i^ortant  to  Jeeep  in  mind  that  individuals  do  not  need 
to  be  in  recreation  or  leisure  programs  planned  Just  for 
l^ple  Mho  are  developmentally  disabled,  if  group  members 
have  the  social  shills  needed  to  Join  groups  open  to  the 
pablic  ~ they  should  be  encouraged  to  do  so. 

Individuals  should  be  encouraged  to  consider  activities  that 
differ  from  what  they  txsxtally  do.  Help  individuals  to 
see  that  there  are  many  possibilities  to  choose  from. 


next  page  and  begin  to  answer  guestions  concerning 
recreation  and  leisure  resources.  You  may  refer  back  to 
Page  5 and  6 for  help  to  answer  these  guestions. 

SIG  5.5,  5.6  a • 
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ACTIVITY  SHEET  « QUESTIONS 
BASED  ON  IlfFORMATION  SHEET  ^1 


Marc  Braunstein  is  a high  ftinctioning  individual  who'has  had  * 
many  leisure  and  recreation  experiences.  He  is  in  his  mid-  -*  ■ 
fifties.  Marc  has  traveled  to  Hawaii  and  has  been  saving 
money  for  two  years  to  go  on  a trip  to  Europe  with  one  of-C:”''.” 
his  recreation  clubs.  Marc  is  very  verbal  -about  his 

recreation  cuid  leisure  time  interests..  He  looks  at  

newspapers  daily  to  see  what  might  interest  him.  He  can  be 
a big  help  in  residence  meetings  called  to  plan  for 
recreation  and  leisure  activities.  Marc  does  tend  to  do  the 
same  recreation  and  leisvire  activities  over  and  over  though. 


Plecise  answer  True  or  False  to  the  following  statements: 

1.  Since  Marc  is  capable  of  planning  his  own  r leisure/ 
recreation  plans,  he  does,  not  need  -assistance  in  ^^locating 
sources  from  staffpeople.  - . — ; 

T ■ F ^ 


2.  It  is  not  worth  looking  at  a brochure  from  the  YMCA 
(Young'  Men’s  Christian  Association)  because  Marc  is  not  ^a 
young  man  any  more,  and  attends  the  neighborhood  Jewish 
congregation . 

T F^ 


Lily  Sunshine  is  a woman  who  holds  very  strong  opinions. 

Lily  has  much  trouble  expressing  herself  though.  One  reason 
for  her  difficulty  in  explaining  her  feelings  is  that  she  is 
severely  mentally  retarded.  She  easily  becomes  frustrated 
in  social  settings  that  demeuid  things  of  her  that  she 
doesn  ’ t want  to  do . When  she  is  put  under  this  kind  of 
stress,  it  is  very  difficult  for  her  to  state  directly  what 
she  needs . She  usually  throws  some  kind  of  a . temtrum 
becaiise  she  is  not  able  to  state  what  is  wrong.  It  ±s  — - 

important  for  Lily  to  be  able  to  make  decisions  about  what 
she  does,  but  she  also  needs  leisure/recreation  programs 
that  will  be  patient  and  understanding  of  her  needs. 


Go  to  next  page  and  answer  questions  about  Lily  Sunshine. 


SIG  5.5,  5.5 
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3.  Even  though  Lily  has  a number  of  .problems  when  in  social 
situations,  staffpeople  should  not  limit  their -search  of 
recreation/leisure  activities  to  only  those  for  people  who^" 
are  mentally  retarded. 


4..  Since  Lily  has  trouble  expressing  herself,  staffpeople 
should  make  decisions  for  her  about  what  leistire/recreation 
activities  to  attend. 


r 


F 


Awilda  Guzman  is  a woman  who-  the  staff  thought  had  two 
personalities.  It  took  , several  years  for  most  of  the 
residential  staffpeople  to  understand  that  the  problem  was 
more  theirs  than  Awilda 's..  Awilda  is  much  more  talkative, 
outgoing,  and  capable  when  others  speak  Spanish  with  her. 

Her  understanding  and  comfort  with  English  is  low. - Awilda  . -r 
has  been  diagnosed  as  being  severely  retarded,  but  many 
staff  wonder  if  this  is  a good  diagnosis  since  the  test  was 

lii  English.  She  is  63  years  old  and  has  -recently  

taken  early  retirement  from  the  workshop  due  to  arthritis. 

She  attends  a Spanish-speaking  church  and  has  become  active  • 
and  well  accepted  in  the  Altau-  Guild. 

5.  A Senior  Citizen  program  with  Hispanic  members  might  be 
an  excellent  leisure/recreation  resource  for  Awilda. 

T F_ 


6.  Leisure/recreation  events  where  English  is  spoken  should 
not  be  considered  for  Awilda. 

T F_ 


Find  Answer  Key  on  the  next  page. 
SIG  5.5,  5.6 
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Aaswr  Kcy~: 
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Questions  1 to  6. 


^ F "Individuals  should  be 
— encouraged  to  consider 

activities  that  may  differ 
from  what  they  usually  do^  " 


Xm-:- 


3 


5. 


X T 


X F "Don't  reject  a possible 
resotirce  because  you  think 
they  offer  lelsure/recreatlon 
that  Is  not  appropriate  for 
the  person (s)  yon  have  In 
mind.  Don't  make  a Judgement 
until  after  you  have  reviewed 
what  the  program  has  to  offer, 
and  discussed  Ideas  with  the 
participant . " 

» 

• ' -F  "It  Is  Important  to  keep  In 

\ mind  that  Individuals  do  .. 

^ ixi  recreation  or 

y leisure  programs  planned  Just 
for  people  who  are 
, r . . developmentally  disabled.  " 

X F "Let  the  participant  do  most'^r'.'" 
of  the  talking.  The  point  of  . , ^ 
this  planning  Is  to  help  the 
Individual  to  become  as 
Independent  as  possible  In  ■ 
planning  lelsure/recreatlon 
time. " 

P "If  group  members  have  the 

social  skills  needed  to  Join 
groups  open  to  the  public — 

- - they  should  be  encouraged  to 
do  so. " 


6-. 


:•  ■ 


_T— _ — X F ■Don't  reject  a possible  ~— 

...  resource  because  you  think  It 

offers  lelsure/recreatlon  that 
Is  not  appropriate  for  the 
persons (s)  you  have  In  mind. 
Don't  make  a Judgement  until 
after.  . ." 


from:  State,  of  New  York  OMRDD  , * 

."  .Lba.rning  Guide  for  Individualized  instruction 
Duty:  ..-Organ izes  Leisure/Rec.  Activities 

Task:  5.5-.  Identify  and  Use  Community-Based  Leisure  "and  Recreational  Activities 


482  . 


BEST  COPY  AVAILABLE 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  9 

Improving  Productivity  and  Job  Efficiency 
through  Personal  Development 

UNIT  72 

How  To  Improve  Your  Work 


Job  Context:  Improving  Job  Productivity  and  Efficiency 

Communication  Skills:  Reading  Comprehension;  Problem-Solving  Skills;  Writing  Skills 
Objectives: 

• review  written  material  on  problem-solving 

• recognize  strengths  and  areas  of  needed  improvement  in  job  skills 

• practice  writing  skills 

• employ  problem-solving  strategies 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

This  Theme  Area  will  give  you  some  ideas  of  how  to  improve  your  productivity  and  job 
efficiency  through  personal  development.  For  this  unit  you  will  think  about  your  own  job  and 
ways  you  could  improve  your  work. 
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Learning  Activities 

Label  a looseleaf  page  with  your  name,  today’s  date,  Theme  Area  # and  Unit  # (Theme 
Area  9,  Unit  72).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

What  things  do  you  do  especially  well  on  your  job?  What  could  use  a little  improvement? 
Divide  a sheet  of  looseleaf  paper  into  two  columns.  Head  one  column  What  I Do  Well. 

Head  the  second  column  What  Needs  Improvement.  Make  a list  under  each  column  of  the 
things  you  do  well  on  the  job  and  the  things  you  could  do  better. 


Learning  Activity  2 

Turn  to  the  Supplement  to  this  section  and  read  the  Rules  for  Brainstorming. 

Now  look  again  at  your  list  of  What  Needs  Improvement.  What  are  some  steps  you 
could  take  to  improve  your  work?  Brainstorm  some  ideas.  Come  up  with  as  many  solutions 
as  you  can  but  write  at  least  three  ideas  for  each  of  the  points  you  have  on  your  list. 
Remember,  don't  edit  your  thinking.  Write  down  everything  you  come  up  with  no  matter  how 
strange  it  seems.  Remember,  all  your  work  in  the  Distance  Learning  Program  is  confidential. 
Only  your  Distance  Learning  Instructor  will  read  this. 

Now  look  over  the  list  you  just  created.  Circle  the  one  solution  that  you  think  would  work 
best  in  improving  your  work  in  this  area. 


Learning  Activity  3 

Using  your  notes  from  Learning  Activity  1 and  Learning  Activity  2,  write  an  e-mail 
message  to  your  e-mail  partner  with  a copy  to  your  instructor.  Begin  by  telling  your  partner 
the  things  that  you  do  well  on  the  job.  Then  talk  about  the  areas  where  you  feel  you  could 
improve  your  work  and  some  possible  ways  you  can  address  these  areas.  If  possible,  make 
suggestions  to  your  partner.  Share  ideas  about  what  has  worked  for  you  in  specific  areas  on  the 
job. 

Use  complete  sentences.  Remember  to  spell-check  and  edit  your  work  before  sending  it. 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  notes  from  Learning  Activity  1 and  Learning  Activity  2 
Send  bv  e-mail 

• A copy  of  your  e-mail  message  to  your  e-mail  partner  from  Learning  Activity  3 


[This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  9,  Unit  7Z 
Supplement 


Rules  for  Brainstorming 

• Go  for  quantity,  not  quality.  The  more  ideas  you  come  up  with,  the  better.  You  are  nal 
concerned  now  with  their  workability. 

• Build  on  the  ideas  of  others. 

• Include  the  weird  and  way  out  Such  ideas  may  help  you  break  out  of  a mental  rut 

• Withhold  all  judgement  It  is  not  important  now  to  consider  whether  a solution  will 
work. 

After  you  have  come  up  with  a variety  of ‘'Solutions,  you  can  begin  to  decide  which  one  has 
the  best  chance  of  working. 


from:  State  of  NY  OMRDD  ^ 

Problem  Solving  and  Decision  Making  Supplerrertcl  Learning  Gcid-: 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  9 

Improving  Productivity  and  Job  Efficiency 
through  Personal  Development 

UNIT  73 

Stress  Management 


Job  Context:  Reducing  Stress  on  the  Job 

Communication  Skills:  Reading  Comprehension;  Vocabulary  Skills 
Objectives: 

• learn  or  review  scientific  vocabulary 

• demonstrate  understanding  of  vocabulary 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  terminology  used  in  discussing  management  of  stress  and  read 
about  the  definition,  cause,  and  effect  of  stress. 


Learning  Activity  1 

Supplement  1 is  an  information  sheet  from  an  OMRDD  Learning  Guide  to 
Individualized  Instruction  on  terms  used  in  discussing  management  of  stress.  Read  the 
Information  Sheet.  Then  answer  the  questions  that  follow.  Check  your  answers  on  the  answer 
key  provided. 


Learning  Activity  2 


Supplement  2 is  an  information  sheet  from  an  OMRDD  Teaming  Guide  to 
Individualized  Instruction  on  the  definition  and  description  of  stress.  Read  the  Information 
Sheet.  Then  answer  the  questions  that  follow.  Check  your  answers  on  the  answer  key 
provided. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor  by  e-mail: 

• A brief  note  letting  your  instructor  know  you  completed  this  unit  along  with  any 
comments  or  questions  you  may  have 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  9,  Unit  73 
Supplement  I 


Duty:  Maintains  Health 


Task:  Manage  Stress 


Resource  #1 

Ob j active  # 

1:  Define  terms  used  in  discussing 

management  of  stress . 

Directions: 

This  section  of  the  Learning  Guide  defines 
terms  used  in  discussing  management  of 
stress.  Study  the  definitions  carefully. 
This  information  will  assist  you  in 
understanding  explanations  that  follow. 

Terminology 

The  process  of  coping  with  stress  in  order  to  . 
control  stress  and  restore  balance. 

Factors  that  affect  an  individuals  ability  to 
restore  balance  following  a stressful  event. 

Learned  patterns  of  values f beliefs,  customs  and 
behaviors  that  are  shared  by  a group. 

Act,  process  or  result  of  developing,  growth 
progression  through  the  life  span. 

Objects,  conditions,  circumstances  that  surround 
us. 

Pertaining  to  hereditary  (feunily)  factors. 

Bodily  responses;  concerning  body  function. 

Mental,  dealing  with  the  mind,  mental  or 
behavioral  characteristics . 


Adaptation  - 

Coping  Mechanisms 

Cultural  - 

Developmental  - 

Environmental  - 

Genetic  - 
Physiological  - 
Psychological  - 


Competency-Based  Learning  Guide  9/28/89 
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1 Duty: 

Maintains  Health 

1 Task: 

Manage  Stress 

Socioeconomic  - 


Characteristics  that  involve  both  social  and 
economic  factors • 


stress  - 


The  nonspecific  response  of  the  body  to  any  kind 
of  demand. 


Test  yovir  Knowledge  of  Terms  used  in  discussing  management  of  stress 
by  completing  Activity  #1  - Resource  #2. 


Competency-Based  Leacming  Guide  9/28/89 
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Activity  #1 
Resource  #2 


Directions:  Match  each  term  with  the  correct 

definition. 


1 .  Genetic 


2.  Cultural  b- 

3 . Coping  Mechanisms  c . 

4.  Psychological  d. 

5 . Environmental  e . 


factors  that  affect  an 
individual's  edsility  to 
restore  balance 

dealing  with  the  mind 

pertaining  to  hereditary 
(family)  factors 

conditions  that  surround  us 

learned  patterns  of  values, 
beliefs,  customs  and 
behaviors  that  are  shared  by 
a group. 


Correct  your  responses  by  using  the  Answer  Key  on  the  following  P^ge 
If  you  did  not  score  100%,  restudy  Resource  #1  and  reoeat  the  Self 

Check. 


BEST  COPY  AVAILABLE 
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Duty: 


TasX: 


Maintains  Health 


Manage  Stress 


Answer  Key 
for 

Activity  #1 


1.  C 

2.  E 

3.  A 

4.  B 

5.  D 


from:  State  of  New  York  OMRDD 

Competency-Based  Learning  Guide  9/28/89 
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Theme  Area  9,  Unit  73 

Supplement  2 


1 Duty: 

Maintains  Health 

1 Task: 

Manage  Stress  | 

Resource  #1 


Objeetiv.  ♦ 2:  Describe  pbysio^gical  and  psychological 
""  responses  to  stress . 


Directions: 


This  section  of  the  Learning 

Srlss  and  describes  its  causes  and  effects. 
Study  the  information  A clear 

understanding  of  stress  is  essential  for 
successful  • 


SSSSsa  as  defined  by  Hans  selye  is  -The 

sSLSorl"''  mfaSouSf^  e«ess  Irperi^nced  depends  on  the  intensity 
of  Sl  denand  and  the  individual's  response. 

stressors  nay  be  P=y<*°l°Hi=al  (giving  a speechK^ 

infection),  ,Seii  ti  adjust  to  expectations  of 

'^;i|r“*liielic  (biith^fect).  selye  describes  the  body's 
to  stressors  as  the  adaptation  syndrome. 

The  response  (adaptation)  is  i^baSSce"ISr“ 

very  stressful  for  one  ^ challenges  that  would  make 

aSSLer.  In  ?!?^J„S^trtSSu^  tflfoned  on  the 

iSl^dSi'^StiitSde  to«^  the  stressor  and  his/her  ability  to  meet 
the  demands  of. the  situation. 


Competency-Based  Learning  Guide  9/28/89 
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Duty:  Maintains  Health 


Task:  Manage  Stress 


It  also  is  important  to  recognize  that  stress  may  result  from  both 

phSJnt  and  Lpleasant  situations.  Pleasant  or  J^f??%SeSs 

eustress.  The  birth  of  a child  or  a marriage  is  a pleasant  stress. 

Good  stress  will  energize  and  motivate.  Unpleasant  s^ess  is  called 
distress.  Situations  such  as  divorce  or  death  of  a family  member 

cause  distress.  During  both  eustress  and  causes 

experiences  the  same  non  specific  responses.  However,  eustress  causes 
12;  dSSgl  2 the  person  than  distress.  Distress  °an  cause  physical 
and  emotional  illness.  The  number  of  stressors 

same  time  period,  the  severity  of  each  stressor  and  the  individual  s 
ability  to  cope  (adapt)  influence  the  illness  response. 

Adaptation  - Response  to  Stress 

Whether  the  stressor  is  physical  such  as  a change 
or  psychological  such  as  the  loss  of  a loved  one, 

forced  to  adapt  to  the  situation.  Adaptation  is  the  process  of  coping 
with  stressors  in  order  to  control  the  stress  and  restore  balance. 

Research  has  demonstrated  that  there  are  a variety  of  responses  to 
different  types  of  stress.  Some  responses  i^^®  ® 

headache  or  an  infection,  others  are  psychological  that 
expressed  by  a change  in  behavior.  Changes  are  dependent  on  the 
individual's  ability  to  cope  (adapt). 

A demand  on  one  system  will  affect  the  other.  Therefore,  it 
believed  that  emotional  stress  may  result  in  physical  illness,  while 
physical  stressor  may  contribute  to  a psychological  ®. 

number  of  stressors  that  occur  within  a time  period  and  th  ^ _ 

and  severity  of  each  are  important  factors  in  the  development  of  an 

illness. 

Illnesses  that  are  sometimes  associated  with  stress  include, 
J«S!o?lscuiar  problems  (heart  attacte,  strote) , GI  problems  (ulcers, 
colitis)  and  immune  system  disorders  (arthritis,  cancer) . Not  all 
lespo24s  ?o  ^2ess  aJe  expressed  in  specific  illnesses.  More  often, 
the^body,  in  an  attempt  to  adapt,  responds  with  physical  or  emotional 
cheuiges.  These  changes  include: 

muscle  tension 

fatigue 

headache 

insomnia/ change  in  sleeping  patterns 
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1 Duty: 

Maintains  Health 

1 

j Task: 

Manage  Stress 

1 

body  aches  and  pains 
nausea 

diarrhea/ constipation 

sweaty  palms 
tight. throat 
dry  mouth 
excessive  sweating 
cold  hands 
teeth  grinding 
hypertension 


The  interaction  of  body  and  mind  have  a great  influence  on  your 

general  health  and  the  development  of  illness.  ^essoS 

vour  bodv  is  telling  you.  Notice  how  your  body  responds  to  stressors. 
ISSe^St  Jarts  o?  the  Learning  Guide  identify  common  stressors  and 
describe  ways  to  cope  and  manage  stress. 


Test  yoxir  knowledge  of  stress  and  responses  to  stress  by  completing 
Activity  #1  “ Resource  #2. 


Competency-Based  Learning  Guide  9/28/89^ 
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'terms 


Duty:  Maintains  Heal-th 

% 

Task:  Manage  Stress 

Activity  #1 
Resource  #2 

Directions:  Complete  each  statement  with  the 

listed  below: 


intensity  of  'the  demand 
individual ' s response 
eus'tress 

'the  severity  of  each  stressor 
cope 

adaptation 

3^^  is  "the  non 

kind  of  demand. 


stress 

dis'tress 

"the  number  of  stressors 
■the  individual ' s edaility  to 


specific  response  of  "the  body  to  any 


2. 


3. 


4. 


The  amount  of  stress  experienced  by  an  individual  depends  on  the 

and  'the 


Stress  may  result  frpm  bo'th  pleasant 
Pleasant  stress  is  called  


and  unpleasant  situations. 
. Unpleasemt  stress 


is  called 


Stress  can  cause  physical  and  emotional  illness. 

response  is  influenced  by: » 

auid 


The  illness 


is  "the  process  of  coping  wi'th  s-tressors 
in  order  to  control  stress  and  restore  balance. 
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Duty:  Maintiains  Healtih 


Task:  Manage  Stiress 


Answer  Key 
for 

Activity  #1 


1 . stress 

2.  intensity  of  the  demand 
individual ' s response 

3 . eustress 
distress 

4.  number  of  stressors 
individual ' s ability  to  cope 
severity  of  each  stressor 

5.  adaptation  


from:  State  of  New  York  OMRDD 

Competency-Based  Learning  Guide  9/28/89 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  9 

Improving  Productivity  and  Job  EfHciency 
through  Personal  Development 

UNIT  74 

Recognizing  Stress  on  the  Job 


Job  Context:  Reducing  Stress  on  the  Job 

Communication  Skills:  Problem-Solving  Skills;  Writing  Skills 

Objectives: 

• identify  indicators  of  feeling 

• identify  stressful  situations  on  the  job 

• practice  writing  skills 

• employ  problem-solving  strategies 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #2 


Introduction 

In  this  unit  you  will  think  about  the  kinds  of  things  that  can  be  stressful  on  the  job. 


Description  of  Videotape  Materials 

For  this  Learning  Activity  you  will  view  a videotape  segment  of  a Direct  Care  Worker, 
Joe.  You  will  view  9 minutes  in  his  workday. 
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The  segment  is  on  Videotape  #2,  and  is  labeled  Segment  18*.  It  begins  at  00:35:43  and  ends 
at  00:44:40. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  9,  Unit  74).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

The  activities  in  Segment  18  take  place  during  a transitional  time  at  Joe's  work  site. 
Transitional  times  are  often  stressful  for  workers  and  the  individuals  they  care  for.  View 
Segment  18. 

Joe  makes  a number  of  comments  in  this  videotape  that  might  make  one  think  that  he  was 
feeling  stressed  at  the  time  this  tape  was  filmed.  Re-view  Segment  18  and  list  all  the  things 
that  Joe  says  or  does  that  may  give  you  a clue  that  he's  feeling  stressed.  Then  check  your 
answers  against  the  list  in  Supplement  1. 


Learning  Activity  2 

View  the  segment  a third  time  to  see  what  is  happening  in  Joe's  workday  that  could  be 
considered  stressful.  Make  a list  of  the  events  and  occurrences  that  you  think  Joe  might  have 
found  stressful.  You  can  re-view  the  segment  as  many  times  as  you  wish  when  developing 
your  list.  When  you  finish,  check  the  items  on  your  list  against  the  list  in  Supplement  2. 


Learning  Activity  3 

What  do  you  find  stressful  in  your  workday?  Are  you  aware  when  you  are  feeling 
stressed?  How  do  you  react  when  you  are  feeling  stressed? 

Over  the  next  few  days  try  to  notice  when  you  are  feeling  stressed.  Write  down  on  a sheet 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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of  looseleaf  paper  what  was  happening  when  you  felt  stressed  and  how  you  handled  it.  Is 
there  anything  you  can  do  to  reduce  the  stress  or  to  handle  it  differently?  E-mail  a short 
message  to  your  Instructor  in  which  you  talk  about  what  you  found  out  from  this  activity. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• A message  to  your  Instructor  letting  him  or  her  know  you  completed  this  unit  and 
telling  him  or  her  your  findings  from  Learning  Activity  3. 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  9,  UNIT  74 


Supplement  1 

Here  are  some  examples  of  comments  Joe  made  that  would  make  one  think  he  was  feeling 
stressed.  You  may  have  found  others  too. 

"Are  you  going  to  let  me  get  a word  in  edgewise?" 

"You're  spitting  all  over  me." 

"I'm  listening.  My  head  is  spinning  a bit. " 
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THEME  AREA  9,  UNIT  74 


Supplement  2 

Here  are  some  examples  of  events  in  Joe's  workday  that  could  be  considered  stressful.  You 
may  have  found  others  too. 

• One  person  talking  to  him  while  he's  talking  to  someone  else 

• One  individual  asking  him  a question  and  not  waiting  for  another 

• Individual  "getting  up  in  his  face"  and  being  overly  persistent 

• Too  many  people  needing  him  at  the  same  time 

• Other  three  workers  sitting  in  the  office  while  he  is  doing  all  the  work 

• Time  pressure  in  organizing  outing 

• Individual  saying,  "let  me  talk,  one  more  question"  while  Joe  is  trying  to  get  the  outing 
organized 

• Transitional  time  is  hectic 

• Individual  screaming  in  the  background 

• Being  filmed 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  9 

Improving  Productivity  and  Job  Efficiency 
through  Personal  Development 

UNIT  75 

Reducing  Stress 


Job  Context:  Reducing  Stress  on  the  Job 

Communication  Skills:  Reading  Comprehension;  Writing  Skills;  Problem-Solving  Skills 
Objectives: 

• review  written  material  on  stress  reduction 

• learn  stress  reduction  methods 

• apply  stress  reduction  methods 

• practice  writing  skills 

• employ  problem-solving  strategies 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  ways  to  manage  stress  and  reduce  its  harmful  effects. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  9,  Unit  75).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
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Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 

Learning  Activity  1 

What  are  some  things  that  are  stressful  on  the  job  and  in  your  personal  life?  On  a sheet  of 
looseleaf  paper  make  a list  of  the  things  that  you  find  stressful. 


Learning  Activity  2 

What  are  some  of  the  things  that  you  do  to  help  manage  and  reduce  stress?  Refer  to  the 
list  that  you  made  for  Learning  Activity  1 and  write  down  some  of  the  things  you  do  to  help 
you  cope  with  these  stressful  situations. 


Learning  Activity  3 

Supplementing  this  unit  is  an  information  sheet  from  an  OMRDD  Learning  Guide  to 
Individualized  Instruction  on  the  definition  and  description  of  stress.  Read  the  Information 
Sheet.  Then  answer  the  questions  that  follow.  Check  your  answers  on  the  answer  key 
provided. 


Learning  Activity  4 

Were  many  of  the  techniques  discussed  in  the  Supplement  familiar  to  you?  Are  there  any 
ones  in  particular  that  you  think  would  be  helpful  to  you?  How  would  you  go  about 
incorporating  them  into  your  life?  Write  an  e-mail  message  to  your  Instructor  addressing  these 
questions.  Use  complete  sentences.  Edit  and  spell-check  your  work. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  from  Learning  Activity  1 and  Learning  Activity  2 
Send  bv  e-mail 

• Your  message  from  Learning  Activity  4 
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I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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2 , 


Duty:  Maintains  Health 


TasX:  Manage  Stress 


Resource  #5 


Objective  # 

4:  Describe  ways  to  manage  stress  and  reduce 
its  harmful  effects. 

Directions: 

This  section  of  the  Learning  Guide  offers 
suggestions  for  managing  stress.  Study  each 
technique  carefully.  Select  one  or  two 
techniques  that  you  believe  will  work  best 
for  you.  Practice  the  technique (s)  for 
several  weeks.  Evaluate.  Do  you  feel  less 
stressed?  If  so,  continue.  If  not,  try 
another  and  re  evaluate. 

Life  is  filled  with  stressors.  One  cannot  go  through 
life  without  es^eriencing  stress.  The  goal  of  this  Learning  Guide  is 
to  assist  you  in  finding  ways  to  increase  resistance  to  stress  eind 
reduce  its  harmful  effects. 

Ignoring  stress  can  cause.it  to  become  worse.  Moreover,  stress  can 
^use  Illness.  Some  believe  90%  of  all  illness  is  caused  by  stress. 

management  techniques  discussed  in  this  section  are 
directed  to  promoting  health  and  preventing  illness. 

parson  copes  with  stress  is  a very  individual  matter. 
H-^develomiSJ  ? number  of  factors.  These  include:  our  stage  of 

middle  age,  elderly)  . The  life  events  we 
■^^''cGnerS?hS^  learned  about  successful  coping,  our 

J^ly.  .o^rienS^  coping  methods  we  have  used  or  seen  used  by 

Learning  Guide  identify  those 

"■  your  life  and  examine  how  you  have  adapted  or 

^e  coping  method  successful?  Did  it  reduce  the 

basis  or  only  a short  term?  Consider  each  of 
is^  described  and  select  those  that  have  the 
p^^^°y^^®®acing  stress  and  allowing  you  to  live  a 
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Duty: 

Maintains  Health 

...  _ 

Task: 

llanage  Stress 

Short  Term  Stress  Reducers  seem  to  help  initially  but  are  not 
effective  on  a long  term  basis  nor  are  they  effective  for  all  . 
stressors.  Moreover,  some  short  term  coping  mechcinisms  like  booze, 
cigarettes  and  overeating  require  increasing  amounts  to  gain  the  same 
effect. 

Cooing  Methods  That  Work  Over  The  Long  Term 

Develop  a Positive  Attitude;  A positive  attitude  and  life  style  are 
key  elements  in  stress  management.  You  may  not  be  able  to  change  a 
situation  but  you  can  cheinge  how  you  think  about  it. 

An  easy  going,  confident,  flexible  attitude  can  help  you  to  reduce 
stress.  This  doesn't  mean  that  you  don't  tedce  things  seriously,  "it - - 
simply  means  that  you  don't  struggle  with  everything. 

Don't  worry  eibout  problems  that  may  never  happen.  Avoid  the  "what  if 
....  happens"  approach. 

Take  time  to  think,  to  pray,  "to  smell  the  flowers." 


Ask  yourself  "how  importemt  is  it?"  Five  years  from  now,  will  it  make 
a difference? 

Surrender  at  times  we  all  heed  to  give  up  something;  surrender  means 
accepting  the  present,  not  defeat. 

Accept  the  fact  that  life  is  not  perfect. 

Give  yourself  positive  messages.  "I'm  a good  person,  a good 
mother/father. " List  your  positive  characteristics.  Refer  to  them 
periodically. 

Re-evaluate  vour  goals;  accept  your  limitations  and  build  on  strengths 
you  already  have. 

Develop  relationships.  Positive,  supportive  friends  help  us  deal  with 
stress.  Share  feelings  and  concerns  with  friends. 

Develop  Problem  Solving  Skills  to  resolve  problems  and  reduce  stress. 
(Techniques  are  discussed  in  Resource  #7) 


Competency-Based  Learning  Guide  ,9/28/89 


Duty: 

Maintains  Health 

Tas)c: 

Manage  Stress 

Exercise:  is  a very  popular  and  successful  stress  reducer.  Exercise 
includes  jogging,  tennis,  walking.  Some  believe  that  exercise 
produces  a chemical  that  causes  us  to  feel  better  and  more  relaxed. 
Exercise  improves  circulation  and  stretches  muscles  thereby  reducing 
tension.  Exercise  often  allows  us  to  sleep  better. 


Eat  a balanced  diet.  Good  nutrition  provides  required  energy  and 
allows  you  to  maintain  proper  weight.  Avoid  caffeine,  sugar  and 
chemical  additives.  All  are  thought  to  increase  the  stress  response. 


Relaxation  Technicmes  can  reduce  stress  even  when  life  events  that 
create  stress  continue  to  exist.  Several  effective  relaxation 
techniques  are  described  briefly  here.  References  listed  in  the 
Bibliography  offer  more  detailed  information  regarding  each  technique. 


o Deep  breathing.  Breathing  slowly  and  deeply  is  an  effective  way 
to  relax.  By  inhaling  deeply  you  allow  yoior  lungs  to  tcike  in  as 
much  oxygen  as  possible.  Exhale  slowly  to  rid  your  body  of 
carbon  dioxide  and  tension. 


o Progressive  Muscle  Relaxation.  Find  a quiet  environment,  free  of 
noise  emd  distractions.  Sit  comfortably.  Clear  your  mind  of  all 
distractions.  Begin  by  tensing  a muscle  in  the  upper  part  of 
your  body;  hold  it  and  notice  how  it  feels.  Release  the  tension 
and  experience  the  feeling.  Pay  attention  to  the  difference  in 
sensation.  Progress  from  top  to  toe,  tensing  and  relaxing 
muscles. 

o Imagei-y . Mentally  focus  on  a pleasant  scene,  word  or  thought. 

o Meditation/Spiritualism.  Examine  your  beliefs.  Conned  with 
yoxirself. 

o Music.  Assume  a comfortable  position  in  an  environment  free  of 
distractions . 


Don't  confuse  sleeping  with  relaxation.  Sleeping  is  not  included  in. 
the  category  of  relaxation.  Selye  tells  us  that  unless  our  mind  is 
otherwise  engaged  (in  relaxation)  we  will  continue  to  be  preoccupied 
with  the  problem  causing  stress. 

Develop  a sense  of  humor.  Laugh.  Laughter  relieves  tension. 
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j Duty: 

Maintains  Health 
, 

1 

1 Task: 

Manage  Stress 

I 

Ih'^  n control,  set  priorities.  Control 

JnH  °°  °"®  -toing  at  a time.  Identify  what  is  important  to  you 

and  what  you  can  eliminate.  Be  assertive.  Learn  to  say  no?  ^ 


gcheduje  time  for  yoursel f each  day.  Do  what  pleases  you. 
notjby,  read,  get  in  touch  with  yoiirself  or  simply  relauc. 


Enjoy  a 


construrtively  and  creatively.  Anger  depletes  energy 

^ ^"<^®rstand  your  feelings  and  be  open  to  the  ^ 

and  needs  of  others. 

Love  a Pet:.  An  animal's  love  and  attention  can  help  you  to  relax. 

Iihinqs  over  which  you  have  no  Let  go  of  the 

sSlIoJs  those 

Learn  to  recognize  yo\ir  own  needs,  wants  and  feelings 
Learn  what  makes  you  feel  good  and  what  creates  discoiafort.  ^ 

Develop  n.ev  interests.  Learn  new  loiowledge. 

y;iJlulSsJSs'™°TrSi!:®  them  wen.  Practice.  Reward 

“iSct  McJSr  after  a sincere  effort  and 

aHH  another.  Once  you  have  attained  success  with  these 

add  another.  Your  reward  is  a happy  healthy  lifel 

®^®  don't  hesitate  to  seek  professional 

help.  Counseling  is  available  in  most  every  community. 

methods  by  completing  Activity  #3  - 
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Activity 

Resource 

is- 

le 

1. 


1°^  ' ^ coping  methods  described  in  Resource  #5, 

. a.  . . 

"b.  j..-v:;;:.r  ■ 


2. 


four  coping  methods  described  in  Resource  #5  select 

ftSss?^  ^ believe  would  be  helpful  to  you  in  reducing 


a. 

b. 

c. 

d. 


responses  using  the  Answer  Key  on  the  following  page.  If 
y did  not  score  100%,  restudy  Resource  #5  and  repeat  the  lelf^Check. 
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Duty: 

Maintains  Health 

-r? ......  r-  .sz- 

Task: 

Manage  S^tress 

Answer  Key 
for 

Activity  #3 


Any  of  the  following  responses  are  acceptable: 


Develop  a positive  attitude 
Don ' t worry 
Take  time 

Question  the  importance 

Surrender  1_  ' 

Accept  ’■*-- 

Positive  messages  - - - . 

Re— evaluate  your  goals 

Develop  relationships  _ - 

Develop  problem  solving  skills  ' 

" Exercise  - 

Eat  a balanced  diet 

Use  relaucation  techniques 

Develop  a sense  of  humor  ^ 

Manage  your  time  . - - ■ - 

Deal  with  cuiger  constructively 
Have  a pet 

Identify  those  things  over  which  you  have 
Know  yourself 
Develop  new  interests 


no  control  over. 


2.  Whatever  you  choose  is  acceptable.  ■ — 


from:  NYS  OMRDD 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  9 

Improving  Productivity  and  Job  Efficiency 
through  Personal  Development 

UNIT  76 

Refreshing  Your  Mind  During  Work 
Job  Context:  Reducing  Stress  on  the  Job 

Communication  Skills:  Reading  Comprehension;  Following  Directions;  Writing  Skills 
Objectives: 

• review  written  material  on  stress  reduction 

• follow  directions  for  implementing  stress  reduction  techniques 

• learn  stress  reduction  methods 

• practice  writing  skills 

• writing  sequences  of  steps 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  some  techniques  you  can  use  to  reduce  stress,  refresh  your 
mind,  and  refocus  your  energies  during  your  workday. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 
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Area  9,  Unit  76).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 

Learning  Activity  1 

Supplement  1 provides  some  suggestions  on  how  to  work  more  efficiently  by  periodically 
refocusing.  Read  Supplement  1. 


Learning  Activity  2 

Reread  the  steps  for  Benson's  Relaxation  Response  two  or  three  times  until  you  feel  you 
could  follow  the  steps  without  referring  to  the  written  sheet. 

Make  sure  you  are  in  a quiet  area  and  won't  be  disturbed  for  the  next  10  or  15  minutes. 
Practice  the  Relaxation  Response.  Follow  the  steps  outlined  here.  Continue  for  10  to  15 
minutes. 


Learning  Activity  3 

How  did  you  feel  while  doing  the  Relaxation  Response?  On  a sheet  of  looseleaf  paper 
write  a paragraph  or  two  about  your  reaction  to  this  experience. 


yarning  Activity  4 

Complete  the  Activity  Sheet  in  Supplement  2. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  from  Learning  Activity  3 

• Your  Activity  Sheet  from  Learning  Activity  4 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  9,  Unit  7^-  Supplement  1 


Learn  about  the  50/10  principle 

The  50/10  principle  states  that  if  50  minutes  of  each  hour  are  spent  working  and  10  minutes  are 
spent  refocusing  or  in  a different  mode  from  the  50  minutes  — taking  a walk,  going  to  the 
restroom,  having  a cup  of  coffee,  relaxing,  making  a phone  call,  etc.  — then  more  work  will 
get  done.  The  theory  is  that  the  10  minutes  refocusing  will  make  the  50  minutes  of  concen- 
trated work  more  effective.  If  this  division  of  time  helps  you  to  pace  yourself  and  if  it  helps 
you  to  work,  then  it  is  not  a time  waster.  This  does  not  mean  that  people  should  stop  working 
when  they  are  on  a roll  or  that  a meeting  should  be  stopped  at  an  inappropriate  time. 

What  can  you  do  with  the  10  minutes  to  make  your  50  minutes  more  efficient? 

• Take  deep  breaths  while  thinking  *T  am  relaxed.  I am  calm.” 

• Use  a visualization  of  putting  aU  your  thoughts  into  a jar  and  growing  that  jar  out. 

• Learn  and  use  Benson’s  progressive  relaxation  techniques*  (description  on  next  page) 

• Take  a short  walk. 

• Have  a bathroom  break. 

Of  course,  some  of  these  activities  may  be  inappropriate  at  your  worksite.  Y ou  can  probably 
come  up  with  other  ways  to  refresh  your  mind. 

* Herbert  Benson,  The  Relaxation  Response.  New  York:  Avon,  1975. 

from:  State  of  New  York  OMRDD  Time  Management  Supplemental  Learning  Guide 
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BENSON’S  RELAXATION  RESPONSE 

1.  Sit  quietly  in  a comfortable  position  . 

2.  Close  your  eyes. 

3.  Breathe  deeply. 

4.  Relax  all  your  muscles,  beginning  at  your  feet  and  slowing  progressing  up  to  your  face. 

5.  Visualize  each  part  of  your  body  and  consciously  relax  it.  

6.  BreaAe  through  your  nose.  Become  aware  of  your  breathing. 

7.  Continue  to  focus  on  relaxing  your  body  and  your  deep  breathing  for  10  to  20  minutes. 

8.  When  you  finish,  sit  quietly  for  a few  minutes  before  standing  up. 

9.  If  distracting  thoughts  occur,  try  to  ignore  them  and  refocus  on  your  breathing  and  relax- 
ation. 


Theme  Area  9,  Unit  ~Jb  - Supplement  2 


ACTTVITY  SHEET 


Make  a list  of  things  you  can  do  to  give  yourself  a break  from  your  work  that  will  improve 
your  efficiency  and  your  state  of  mind. 


from:  State  of  New  York  OMRDD  Time  Mana§oment  Supplemental  Learning  Guide 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  9 

Improving  Productivity  and  Job  EfHciency 
through  Personal  Development 

UNIT  77 

Avoiding  Back  Injury  on  the  Job 
Job  Context:  Preventing  Back  Injuries 

Communication  Skills:  Reading  Comprehension;  Writing  Skills 
Objectives: 

• review  written  material  on  preventing  back  injuries 

• practice  writing  skills 

Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  and  in  Unit  78  you  will  review  some  ways  to  avoid  back  injury  on  the  job. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 
Area  9,  Unit  77).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 
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Learning  Activity  1 


Supplement  1 is  an  article  about  "one  of  the  biggest  occupational  hazards  faced  by  workers 
in  the  area  of  human  services: " back  injury.  The  article  begins  by  stating  that  "staff- 
particularly  those  who  provide  direct  care— are  often  required  to  lift  people  in  and  out  of 
chairs,  beds,  bathtubs,  etc.  They  must  also  lift,  push,  or  carry  the  very  heavy  pieces  of 
equipment  that  are  frequently  used  by  the  consumers  in  their  care. " 

What  has  been  your  experience  in  doing  this  kind  of  work  on  the  job?  In  an  e-mail 
message  to  your  Instructor,  write  about  the  things  you  do  on  the  job  that  might  strain  your 
back.  Use  complete  sentences.  Edit  and  spell-check  your  work. 


Learning  Activity  2 

The  article  in  Supplement  1 from  the  DDSO  Dispatch  talks  about  how  one  DDSO  - 
Rome,  New  York  — has  addressed  the  problem  of  back  injuries  on  the  job.  Read 
Supplement  1.  Then  answer  the  comprehension  questions  that  follow. 


Learning  Activity  3 

Scenario:  A new  group  of  Developmental  Aides  has  just  been  hired.  You,  as  an 
experienced  Developmental  Aide,  have  been  asked  to  write  them  a letter  telling  them  that  back 
injuries  are  a major  hazard  of  their  job,  and  what  they  can  do  to  avoid  them.  Include  examples 
from  experiences  you  or  your  coworkers  have  had.  Use  the  following  words  in  your  letter: 
beneficial,  regimen,  aerobics,  proactive.  When  writing,  make  sure  you  write  in  complete 
sentences.  Each  sentence  should  have  a subject  and  a verb.  Check  your  sentence  structure  by 
referring  to  Bazerman  and  Weiner,  pages  12-18. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• Your  message  from  Learning  Activity  1 
Send  bv  regular  mail 

• Your  answer  sheet  from  Learning  Activity  2 
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I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  fmish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 




DDSO  Dispatch 


Theme  Area  9.  Unit  77  " Supplement 


Rome  DDSO — 


One  of  the  biggest  occupational  haz- 
ards faced  by  workers  in  the  area  of  hu- 
man services  is  back  injury.  At  Rome 
DDSO,  many  of  our  consumers  are 
non-ambulatory  and/or  have  limited 
range  of  motion  in  other  parts  of  their 
body.  Staff — particularly  those  who  pro- 
vide direct  care — are  often  required  to 
lift  people  in  and  out  of  chairs,  beds, 
bathtubs,  etc.  They  must  also  lift,  push, 
or  carry  the  very  heavy  pieces  of  equip- 
ment that  are  frequently  used  by  the 
consumers  in  their  care. 

Once  a person's  back  is  injured,  he 
or  she  is  liable  to  experience  recurring 
episodes  of  pain  for  months,  or  even 
years,  afterward.  The  cost,  in  terms  of 
medical  bills,  lost  time,  and  suffering, 
can  be  astronomical.  Back  injuries  are 
definitely  an  area  in  which  an  ounce  of 
prevention  is  worth  a pound  of  cure! 

Late  in  1993,  our  Employee  Relations 
Office  did  an  analysis  of  lost  time 
throughout  the  DDSO.  in  concert  with 
the  Health  and  Safety  Committee,  it 
was  decided  to  study  the  causes  of  inju- 
ries at  our  Homestead  Road  ICF,  which 
had  the  highest  rate  of  lost  time — 500 
days  for  the  year.  Among  the  1 4 recom- 
mendations that  were  made  were  sev- 
eral to  decrease  the  rate  of  back  inju- 
ries. Some  physical  modifications  were 
made  in  the  home's  bathrooms;  it  was 
recommended  that  staff  wear  back  sup- 
ports; additional  training  in  lifting  was 
advised;  and  it  was  suggested  that  em- 
ployees "warm  up"  their  muscles  by  ex- 
ercising before  beginning  their  shift.  (In 
a follow-up  study  after  the  recommen- 
dations were  implemented,  yearly  lost- 
time days  dropped  from  500  to  15,  and 
accidents  from  10  to  2.) 

WorkFit,  a program  sponsored  by  the 
Slocum-Dickson  Medical  Group,  is  a 
leader  in  the  development  of  exercise 
programs  to  prevent  worksite  injuries. 
We  asked  WorkFit  to  recommend  a set 
of  exercises  that  DD50  employees 
could  use  to  get  ready  for  work.  The 


same  exercises  are  beneficial  before  en- 
gaging in  any  strenuous  activity  or 
sport. 

To  ensure  that  all  DD50  employees 
have  a keen  awareness  of  the  dangers 
inherent  in  lifting  and  moving  heavy 
objects,  Rick  Moon,  director  of  em- 
ployee relations,  also  suggested  that  the 
exercises  be  incorporated  into  the 
Phase  I lifting  and  moving  training  that 
is  given  to  new  employees  by  Chief 
Physical  Therapist  Bill  Schatz.  (Bill  also 
teaches  a refresher  lifting  and  moving 
course,  and  the  exercises  will  be  in- 
cluded in  that  training  as  well.) 

In  order  to  make  the  exercise  regimen 
accessible  to  employees  at  our  many 
worksites  throughout  the  tri-county 
area,  the  Health  and  Safety  Committee 
recommended  that  we  supply  a video- 
tape of  the  exercise  program  to  each  of 
our  sites.  Our  CSEA  representatives 
were  consulted,  and  they  gave  their 


support  to  the  proposal  that  employees 
be  given  an  opportunity  to  begin  their 
workday  with  the  exercises. 

Public  Relations  Coordinator  Cynthia 
Fagan  suggested  that  in  order  to  keep 
costs  down  we  work  with  Herkimer 
County  Community  College.  She  con- 
taaed  Kal  Socolof,  assistant  professor  of 
radio  and  television  at  HCCC  and  asked 
if  the  students  in  his  advanced  video 
produalon  class  would  be  able  to  pro- 
duce a videotape  for  us  as  a class  as- 
signment. Mr.  Socolof  and  his  students 
were  delighted  to  receive  the  challenge 
and  took  on  the  project  for  us. 

When  it  came  time  to  choose  people 
to  appear  in  the  video,  Cindy,  Bill,  and 
Rick  thought  immediately  of  Vickie 
Galster.  Vickie,  who  is  one  of  Rome 
DDSO's  public  education  specialists,  is 
also  a certified  aerobics  instruaor  who 
has  been  teaching  classes  for  our  em- 
ployees for  the  past  several  years. 
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from:  April  1995  Issue,  Val.-  15,  No.  A,  p.  6 - 7. 
Author:  Dale  Corey 


DSO  DISPATCH 


leady  to  Work 


kie  routinely  appears  before  large 
ups  and  has  been  videotaped  many 

e,  so  she  is  quite  comfortable  in 

It  of  a camera.  After  several  meet- 
; with  Mr.  Socolof  and  his  eight  stu- 
>ts.  Vickie  and  Cindy  began  recruit- 
additional  ''performers"  from  DDSO 

f.  They  were  fortunate  to  find  four 
unteers  who  were  willing  to  face  the 
neras:  Mike  Boulanger,  Christine 
inedy.  Sue  Nutting,  and  Patty 

Iton.  Christine  and  Patty  are  DAs  at 
mestead  Road,  Sue  is  the  home's 
>1,  and  Mike  is  a Hab  Spec  I.  On  the 
' of  the  filming,  the  group  turned  in  a 
•ly,  energetic  performance.  The 
eo  should  be  available  at  each  of 
sites  by  early  summer. 

Ians  are  now  under  consideration 
a proactive  employee  self-assess- 
nt  back  health  program  and  for  post- 
:ident  interviews  with  employees  in 
effort  to  get  first-hand  ideas  for  acci- 
\t  prevention. 


The  video  was  shot  on  three  different  cameras,  from  three  different  angies.  The 
three  versions  were  then  edited  into  one  final  film.  Above,  two  of  the  cameras 
and  their  operators  in  the  studio  at  Herkimer  County  Community  College. 


ring  the  fiiming  two  students  were  assigned  to  the  control  room,  where  they 
dd  see  what  was  being  filmed  by  each  camera  and  communicate  with  the 
itera  operators  as  the  video  was  being  made. 


Here's  what's  included  on 
the  Rome  DDSO's  "Ready 
to  Work"  exercise  video: 

• Neck  and  Shoulder 
Exercise 

• Reach  Highs/Calf  Lifts 

• Elbow  arid  Hand  Presses 

• Standing  Extensor 
Stretch 

• Thigh  Stretch 

• Hip  Flexor  Stretch 

• Hamstring  Stretch 

• Knee-to^hest  Stretch 

• The  Bridge  (for  abdo- 
men, buttocks,  and 

, hamstrings) 

• Quadraped  (for  back 
and  hips) 
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THEME  AREA  9,  UNIT  77 


Worksheet 

Comprehension  Questions 

1 . What  are  the  costs  to  a worker  when  his  or  her  back  is  injured? 

2.  What  are  two  recommendations  that  were  made  at  the  Homestead  Road  ICF  to  decrease  the 
rate  of  back  injuries? 

3.  List  the  steps  that  were  taken  to  develop  the  exercise  video. 

4.  What  does  Rome  DDSO  plan  to  do  in  the  future  towards  accident  prevention? 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 
THEME  AREA  9 

Improving  Productivity  and  Job  EfHciency 
through  Personal  Development 


UNIT  78 

More  Ways  to  Avoid  Back  Iiyury 
Job  Context:  Preventing  Back  Injuries 

Communication  Skills:  Reading  Comprehension;  Writing  Skills 
Objectives: 

• review  written  material  on  preventing  back  injuries 

• practice  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  continue  to  review  some  ways  to  avoid  back  injury  on  the  job. 


Description  of  Videotape  Materials 

For  this  learning  activity  you  will  be  using  Videotape  #3:  Exercise  Video  for  Good 
Back  Health'.  The  Videotape  is  12  minutes  long. 


' Developed  by  the  Rome  DDSO. 
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Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  ft  (Theme 
Area  9,  Unit  78).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

View  the  introductory  segment  of  Videotape  #3.  Then  answer  the  questions  on  the 
worksheet  in  Supplement  1.  Re-view  this  part  of  the  videotape  as  many  times  as  you  need  in 
order  to  answer  the  questions. 

Learning  Activity  2 

The  rest  of  the  tape  consists  of  exercises  you  can  do  to  get  you  "ready  to  work" . 

For  each  exercise  the  Instructor  tells  you  the  purpose  and  directions  for  doing  the 
exercise  as  she  demonstrates. 

Supplement  2 gives  you  written  direction  for  the  neck  exercises  - the  first  exercises  on 
the  tape.  Read  this  supplement.  Try  out  one  or  two  of  the  exercises  if  you  wish. 

Learning  Activity  3 

View  the  rest  of  Videotape  #3.  You  may  want  to  do  the  exercises  along  with  the  tape, 
learning  Activity  4 

Use  the  information  given  by  the  Instructor  on  the  tape  to  write  a description  of  2 other 
exercises;  Reach  High  and  Hip  Flexor. 

Use  the  format  of  Supplement  2: 
purpose: 

directions: 

Re-view  the  videotape,  stopping  and  starting  as  much  as  you  wish,  to  take  notes  on 
how  the  Instructor  describes  Reach  High  and  Hip  Flexor.  Then  use  your  notes  to  complete 
this  learning  activity. 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 


Send  bv  regular  mail 

• Your  worksheet  from  Learning  Activity  1 

• Your  work  from  Learning  Activity  4 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
1 is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


wsm 
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THEME  AREA  9,  UNIT  78 


1. 

2. 

3. 

4. 

5. 


Supplement  1 
Worksheet 

What  is  meant  by  flexibility  exercises? 

Give  3 reasons  why  flexibility  exercises  are  important. 
What  is  the  purpose  of  this  program? 

How  long  should  you  hold  each  stretch? 

What  do  you  need  to  do  to  prepare  for  exercising? 
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THEME  AREA  9,  UNIT  78 


Supplement  2 


TSrF.rK:  STRETCH: 


Purpose: 


Directions 


To  Stretch  the  muscles  o£  your  neck 
which  control  bending  and  extending  your 

neck. 

-Sit  or  stand  upright.  _ 

-TTlt  your  head  down  toward  your  cnes.. 
-Hold  this  position  for  3-=»  seconds. 
-Relax  and  repeat  this  4 txres. 


NECK  GLIDE: 


Purpose: 


Dxrectrbns : 


ijQ  st'*etcii  your  chest,  neck  and  shoulder 
muscles,  in  order  to  ensure  for  better 
posture  during  lifting . 

-Sit  or  Stand  upright. 

-W-’thout  liftinc  your  chin,  glxde  your  _ 
head  straight  back,  (you_  are  doxng  tnxs 
richt,  if  it  gives  you  the  feelxng  or  a 
double  chin) . 

-Hold  the  stretch  3-5_seconcs. 

-Relax  and  repeat  4 txnes. 


NT7,rrK  ROTATION: 


Purpose: 


Directions : 


^3  Stretch  the  neck' muscles , helpxng  to 
increase  f lexxbxlxtv . 

-Sit  or  stand  upright. 

your  head  slowly  toward  one 

shoulder . . , 

-Relax  and  let  gravity  pull  your  head 

down  to  stretch  your  neck. 

-Hold  for  3-5  seconds. 

-Relax  and  repeat  4 times . 

-Switch  sides  and  repeat  4 times. 


From;  Ready  to  Work  Stretch  Program  for  Rome  DDSO  . 1995. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNIT  79 

Responsibilities  of  Direct  Care  Workers 
Job  Context:  Understanding  Reading  Material  Related  to  the  Job 
Conununication  Skills:  Reading  Comprehension 
Objectives: 

• review  material  pertaining  to  Direct  Care  work 

• understand  technical  vocabulary  through  the  context 

• locate  important  information  in  text 

• improve  comprehension  skills 


Materials: 

• Smdy  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

In  this  unit  you  will  read  a description  of  the  Developmental  Aide  position  and  review  the 
responsibilities  of  Direct  Care  Workers. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  10,  Unit  79).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 


that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 

Learning  Activity  1 

From  your  experience  and  knowledge  of  Direct  Care  work,  how  would  you  describe  this 
position?  What  are  the  responsibilities  of  the  Direct  Care  Worker?  On  two  sheets  of  looseleaf 
paper  make  two  lists. 

Head  the  first  sheet  of  paper  Description  of  the  Direct  Care  Position,  List  everything 
you  can  think  of  that  describes  the  Direct  Care  Worker. 

Head  the  second  sheet  of  paper  Responsibilities  of  the  Direct  Care  Worker,  List  every 
responsibility  you  can  think  of. 


Learning  Activity  2 

The  Developmental  Aide  position  and  the  responsibilities  of  the  Direct  Care  Worker  are 
explained  on  the  draft  document  on  the  following  pages.  Read  this  supplement.  As  you  read, 
you  can  underline  or  highlight  the  main  points.  Then  answer  the  questions  on  the  worksheet 
that  follows. 


Learning  Activity  3 

Now  go  back  to  the  list  that  you  made  for  Learning  Activity  1.  How  many  of  the  things 
on  your  list  were  mentioned  in  the  document?  Put  a check  mark  next  to  all  of  the  points  on 
your  list  that  were  mentioned  in  the  document.  Put  an  "x"  on  the  list  next  to  any  points  that 
you  think  are  untrue  as  a result  of  your  reading  of  the  document. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  list  from  Learning  Activity  1 

• Your  worksheet  from  Learning  Activity  2 
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This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  fmish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  ^rea  10,  Unit 
Supplement 


l^yiY^T/iPianTaTi  » 


ooT-pp  bebcrtpttow  qy  c^^ga 
mcv»b«nts  of  I»velop«n«l  Uae  p^c.« 

S^^tin.  <md  often  .fePttltiv.  ^hese  teeXe  involve 

i”ertr„£T."eS.?“ts 

^Sfe^rtLn^vel^^^^ 

to  residential  and/or  piw 
disciplinary  treatment  team. 

,ne  nevelopnentel  Xiae  perf^  rnpiSflo ‘tifutleT^ot  S 
varied  end'^ vhl<*.  iSSelvee  and  «>e  nat^  of 

developmentally  a oraed.  In  a developmental 

the  setting  described  are  P®f 

setting,  some  of  the  ta^  » Service  worltet, 

orooSlY  classified  support  ti^^  ^ for  severely 

Cle?ner^  and  SouseXeeper-  ^ Those  performing 

handicapped  to  tiilir^sic  human  needs  while 

tasks  designed  to  atter^  to  tte^^  ^ 

serving  individuals  able  to  -nd/or  implementing  an  artive 

piSiri  tasks  in  supplem^^J^  to  more  fully 

Seati^nt  pl^  ,tSiw  4aA  «‘sL  «y  be  perforv»a  in  a variaty 


fvT.^inflTyTeATTOW  csg’sm^  assigned 

This  position  represents^i««^^|^^  offl«  of 

to  Disabilities.  the 

Mental  Retardation  and  g^SST^concemed  with  »<^tlt^ing^ 

functioning- 
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BEST  COPY  AVAILABLE 


jun  c ^ 


o-:>j 


r.  w'uo 


to  Other  team 


ciABsaa 


Independent  lifestyle. 

I,  Personal  Care 

tS Jts  in  baSt^,  denux  care,  hair  and  "dx!  =are, 
peSonL  hWc"«  •”<»  9Tooilng  routines  as  necessary! 

T>a.T-¥-r,nms/teaches  and  assists  individuals  in  dressing/ 

' H'oSS  Ji?S^^S;ri'S’fSps’-4^"tc‘Scp*'£^ 

- ISJeJf^aSrSSrsnyVcVi?-® 

as  prescribed  by  approprxate  medxcal  practxtioner . 
»fl™inisters  and  teaches  individuals  first  aid  treatments; 

reiw?Lal°s°'^)SISat..Sling,  recording,  reporting  such 
factors; 

and  accurately  to  the  supervxsor; 

hyperactive  individuals  in  their  care, 

. . nrescribed  medications  and  treatoents, 

- admxnisters  prescrm«3n  ,»»  nrooress  xn  self 

teaches,  obs«^«® » Assists 

administration  of  norl^Sependence  in 

?2Sij!’^loiSa?‘oS£Sts,  eye  and  ear  drop,  and  assxsts 


. ‘ BEST  COPY  AVAILABLE 
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II. 


III- 


in  their  use  as  needed x 

0“'^=  indlviduAls  U.  UM  of  tho« 


yood  preparation, 


setting; 

. toocheo  ";S^ro“"SW° 

a«H  disnose  of  leftover  food  safely. 


yra^TYtajir^^nq  the  eTTvjr<?hWen£ 

ooder  tbe  dir.ctlon  of  ‘S^'^otuk *2 

in  . oloon,  nS  and  orderly  condition. 

- perform=/tea=l..a  ?a’«l»PJ5“““Jh  "l““d«sti4tf 

SS^S'aiS’^»!'’SIanln9  batnroons.  end  vacuoning  mge. 


developnentally  disabled  individuals  in 


bed 


- assists 
naking ; 

- ® re^^rtSST^SSfe^"  c^itiOTS^!^ 

spills,  procedures,  Checlcs  to  see  that 

Si^'SSi  i?  dei?  night  lights  and  eait  signs  on, 
windows  locJcedr  stc.  • 

- storss  sullies  and  asj^s  ^t  storage  «n«s  ere  *ept  in 
a neat  and  orderly  cojidition; 

_ responsible  for  storage  and  replacement  of  linens; 

_ aay  assist  in  various  household  inventories; 

- Perf  orms/tea<*csmi:^J^d  “^^Sent  Vf 'faucet 

“_.5^®i*?^d.-^i?reoair  services'  for  appliances; 
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- nerror»8/teach*«  routine  r«u»oval  of  trash,  cleaning  of 
trash  conl^ainora,  ashtrays,  ctCtj 

.uto«obU«l,  V,n.,  i«.er., 

etc. ; 

_ ;aalntalns  curtains  according  to  fire  regulations, 

- checks  fire  equlpnsnt  and  reports  »alfunction. 

IV.  Tp,<f^fidna1  «^evelOTMnent . peysor^tl  inteyesj^ 

- teaches  and  reinforces  use  of  a variety  of  coiwunicatlon 
skills; 

- cuides  individuals  through  motor  exercises  designed  to 
SirSse  pisical  coordinative  functions, 

. t.ach«  and 

- i’'^‘iV=u'uaVs’-to'’S 

« 4".  “Sd  wcr^  experi.ndes.- 

community  acrivic*ei*  " . orograms,  visits  to 

Satlh°^.c°iticSrs.-  aids  tie.  in  developing  avatenees 
and  use  of  community  resources, 

• ssss-sssru-^^.ss'TiS 

mobility  skills, 
banking  activities, 

^ disabled  individuals  to 

- helps  interpersonal  relationships  with 

develop/maintain  posi^  their  families,'  and 

their  fellow  residents,  ^ explaining 

with  others  in  teaching/reinforcing 

- u pete  are  in  the  »»■•'  ■teaehes/aBelete  vith  their 
vodhAna.  oroomlng,  and  care, 
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V* 


and  recreational  asslSs  in  planning, 

issuing  sis’  conducting  hoUday  culdjr.tionn  seloctsd 
by  residents  and  staff* 

n V <1  © V © i o P ® e n t a i iy  disabisd 

' !^/ivld«Vl”p"«icIp«to  .^JS; 

S^SS^in^S^^  “>'»  inching  ol  appropti.te  loiwr. 

activities . 

personal  belongings- 

,r  T ■'^—-d^soluliT1.nf  Tr-nt»«lt  T.an  UOlfeg 

^„»>,«viar  and  specific  responses  to 

S"lon.  intorperoonul  raluticnsnlps,  .tc. 

- actively  ,P*^^'’^^j3%^Ss?^S”SaSiOT^^ varloSI 
observations  concerning  progre 

therapy  programs; 

- at  staff  indS^*“al's 

procedures  based  on  experxen 

habilitation  plan; 

. recorde  all  significant  bahavloral  respcnaec  in  preacril«d 
fOTBiat  • 


TOTgpgMPvy^  OPES*glQE 


y„g„^  vort  under  direct  auperviaiun  and  clearly  defined 

guideliiiese 

^ Mi-G  Tneumbents  work 

This  IB  tie  OTt^tand,  and  apply  procedures. 

ggWHWrcATIfid  ..omninicate  with  other  direct 

lncu-l»nt.  of  poBltlens  in  thi.  clan.  eo-~nicate  wl 
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JU‘; 


or.  rt.££  «5<1  ®"3Sel£°o 

individuals,  their  families,  and  neighbors. 
pnPBRYTSTOM  EXSRCTg^B 

orl^tation  and  training  of  other  staff - 
ICMOWT.nDOB . ptcTTjT..  >KP  ABIMTX 

I,  Knonledga  °£  dhe^ap^ 

'o£  th.  Sdtaiay  retarded  and 

developaentally  disabled. 

Knowledge  of  individual  program  plans  (IPP)  - 

dr  DroceduTes  / including  first  aid 

SSiSS«/le=r^i‘^r1iM=ati»e  eddlnletered. 

y„o«led,e  o£  charac«rietl=e  of  tde  dentally  retarded  end 
dcvelopmentally  disablede 

Knowledge  of  community  resources. 

ability  to  develop  90od  interpersonal  talationships- 

ability  to  dire=Vassi.i  ^ activities  such  as 

cooking,  cleaning  and  shopping. 

SK-j^s  ffi'Si.M’saaf’-s  “ 

toility  to  .t£«b:ively  eo^mnioat.  b<rth  varbally  and  in 
writing  a 

Ibllity  to  .alK,  stand,  bond  «.d  strot<a.  tor  long  periods  o 
time. 

nbiUty  to  li£t  and  »>ve  bedridden  and  etber  incapacitated 
individuals. 

Ability  to  complete  written  forms  and  reports  in  an  accurate 
manner. 


II. 

III. 

IV. 


VI. 

VII. 

VIII. 

IX- 


XI. 


XXX. 


XXII. 
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THEME  AREA  10,  UNIT  79 


Supplement 

Worksheet 


1.  What  is  meant  by  the  word  incumbent  (page  1 , paragraph  1)? 


2.  Give  an  example  of  a routine  task  (page  1,  paragraph  1). 


3.  Give  an  example  of  a repetitive  task  (page  1,  paragraph  1). 


4.  What  is  meant  by  "positions  in  this  class"  (page  1,  paragraph  2)? 


5.  What  is  an  example  of  "a  task  designed  to  attend  to  basic  human  needs"  (page  1, 
paragraph  3)? 


6.  What  is  an  example  of  "a  task  to  supplement  an  active  treatment  plan"  (page  1, 
paragraph  3)? 


7.  What  does  criteria  mean  (heading,  paragraph  4)? 


8.  What  does  accordance  mean  (page  2,  paragraph  2)1 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNIT  80 

Overview  of  Direct  Care  Work 


Job  Context:  Preparing  for  Entry  and  Upgrading  Exams;  Overview  of  Direct  Care  Work 

Communication  Skills:  Writing  Skills;  Study  Skills 

Objectives: 

• practice  summarizing  skills 

• practice  note-taking  skills 

• practice  writing  skills 

• review  components  of  Direct  Care  work 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 

• Videotape  #1 


Introduction 

A Direct  Care  Worker  is  required  to  take  periodic  review  and  upgrading  courses  from  time 
to  time.  Often  this  involves  listening  to  lectures,  taking  notes,  and  taking  exams.  In  this  unit 
you  will  practice  your  note-taking  skills.  In  addition,  you  will  think  about  the  important 
qualities  that  a person  involved  in  Direct  Care  work  should  have. 


Description  of  Videotape  Materials 

For  this  Learning  Activity  you  will  view  a videotape  segment  of  a Direct  Care  Worker, 
Joe,  who  is  discussing  what  it  means  to  be  a Direct  Care  Worker.  The  segment  is  about  6 
minutes  long. 

The  segment  is  on  Videotape  #2,  and  is  labeled  Segment  19\  It  begins  at  00:44:46 
and  ends  at  00:49:20. 

There  are  three  sections  in  this  segment.  A section  ends  when  there  is  a short  pause  and  a 
black  screen.  The  first  section  begins  at  00:44:46  and  ends  at  00:46: 15.  The  second  section 
begins  at  00:46:17  and  ends  at  00:47:48.  The  third  section  begins  at  00:47:50  and  ends  at 
00:49:18.  Each  section  continues  the  interview. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 
Area  10,  Unit  80).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

View  Section  1.  The  time  count  is  given  above.  At  the  end  of  the  section,  stop  the  tape. 
On  a sheet  of  looseleaf  paper,  make  a Recall  List:  write  down  whatever  you  remember  from 
this  section. 

Rewind  the  tape.  Replay  Section  1.  This  time  as  you  view  the  section,  take  notes  on  a 
separate  sheet  of  paper.  Skip  lines  on  your  paper. 

Put  your  notes  aside.  Without  looking  at  your  notes,  add  as  much  information  as  you  can 
to  your  Recall  List. 

How  many  additions  did  you  make  to  your  Recall  List?  Put  the  number  count  on  the 
bottom  of  your  Recall  List. 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 


Rewind  the  tape.  Play  Section  1 again.  Add  any  other  information  to  your  notes  that  you 
think  is  important. 


Supplement  1 is  a list  of  important  points  that  should  be  included  in  your  notes.  Check 
your  notes  against  this  list.  How  many  of  the  things  on  this  list  did  you  include  in  your  notes? 


Learning  Activity  2 

In  this  Learning  Activity  you  will  follow  the  same  steps  as  you  did  in  section  1 with 
section  2 of  the  Segment. 

View  Section  2.  The  time  count  is  given  above.  At  the  end  of  the  section  stop  the  tape. 

On  a sheet  of  looseleaf  paper,  make  a Recall  List:  write  down  whatever  you  recall  from  this 
section. 

Rewind  the  tape.  Replay  Section  2.  As  you  view  this  section,  take  notes,  skipping  lines, 
on  another  sheet  of  paper. 

Put  your  notes  aside.  Without  looking  at  your  notes,  add  as  much  information  as  you  can 
to  your  Recall  List. 

How  many  additions  did  you  make  to  your  Recall  List?  Put  the  number  count  on  the 
bottom  of  your  Recall  List. 

Rewind  the  tape.  Play  Section  2 again.  Make  any  necessary  additions  to  your  notes. 

Supplement  2 is  a list  of  important  points  that  should  be  included  in  your  notes.  Check 
your  notes  against  this  list.  How  many  of  the  things  on  this  list  did  you  include  in  your  notes? 


Learning  Activity  3 

You  have  taken  detailed  notes  on  Section  1 and  Section  2.  What  are  some  suggestions  that 
you  would  give  another  student  in  order  to  help  that  person  take  good  notes?  Write  your 
suggestions  in  complete  sentences. 


Learning  Activity  4 

View  Section  3 and  then  answer  the  following  questions. 
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1.  What  does  Joe  mean  when  he  says  "I  don't  mean  to  be  patronizing?" 

2.  In  one  sentence,  summarize  the  main  idea  of  this  section. 

Learning  Activity  5 

In  this  videotape  segment,  Joe  gives  his  ideas  on  what  it  means  to  be  a Direct  Care  worker. 
What  does  being  a Direct  Care  worker  mean  to  you?  Answer  this  question  in  an  e-mail 
message  to  your  instructor.  Be  sure  to  use  complete  sentences.  Edit  and  spell-check  your 
work  before  sending  it. 

WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  notes  from  Learning  Activities  1,  2,  3,  and  4 
Send  bv  e-mail 

• The  e-mail  message  from  Learning  Activity  5 

I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
may  want  to  take  tim^  review  anH  rherV  vniir  work 
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THEME  AREA  10,  UNIT  80 


Supplement  1 


Section  1: 

• Need  few  academic  skills  — G.E.D.,  H.S.  education 

• Bring  compassion,  empathy,  patience 

• See  yourself  in  someone  else's  situation 

• You  are  a companion/peer 

• Help  individuals  get  as  close  to  normal  as  possible 

• You  are  not  in  a position  to  decide  level  of  achievement 

• Make  sure  individuals  are  cared  for 


THEME  AREA  10,  UNIT  80 


Supplement  2 

Section  2: 

• Direct  the  client  toward  someone  who  can  help 

• Clients  measure  credibility  quickly 

• If  they  make  requests,  they  feel  you  can  get  it  done  for  them 

• They  won't  forget  if  you  just  put  them  off  and  don't  intend  to  do  something 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNIT  81 

Advantages  and  Disadvantages  of  Being  a Direct  Care  Worker 
Job  Context:  Preparing  for  Entry  and  Upgrading  Exams;  Overview  of  Direct  Care  Work 
Conununication  Skills:  Writing  Skills;  Study  Skills 
Objectives: 

• practice  note-taking  skills 

• practice  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

In  this  unit  you  will  view  another  videotape  segment  of  an  interview  with  Joe.  In  this 
interview  Joe  talks  about  the  advantages  and  disadvantages  of  being  a Direct  Care  Worker. 
You  will  also  continue  practicing  your  note-taking  skills. 


Description  of  Videotape  Materials 

For  this  Learning  Activity  you  will  view  a videotape  segment  of  a Direct  Care  Worker, 
Joe,  who  is  discussing  the  advantages  and  disadvantages  of  being  a Direct  Care  Worker.  The 
segment  is  approximately  5 minutes  long. 


The  segment  is  on  Videotape  #2,  and  is  labeled  Segment  20*.  It  begins  at  00:49:24  and 
ends  at  00:53:56. 


Learning  Activity 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  10,  Unit  81).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 

View  Segment  20.  At  the  end  of  the  segment  stop  the  tape.  On  a sheet  of  looseleaf  paper 
make  a Recall  List:  write  down  whatever  you  remember  from  this  segment. 

This  is  a longer  segment  than  you  viewed  in  the  last  unit.  Instead  of  viewing  the  segment 
section  by  section,  you  are  viewing  the  whole  segment  at  one  time.  Did  you  notice  a natural 
break  that  you  could  use  to  organize  your  notes?  In  the  first  part  of  the  tape  Joe  talks  about  his 
life  and  how  he  became  a Direct  Care  Worker.  In  the  second  part  of  the  tape  he  talks  about 
the  benefits  of  being  a Direct  Care  Worker.  Your  notes  could  be  organized  under  these  two 
categories. 

Rewind  the  tape.  Replay  Segment  20.  As  you  view  the  segment,  on  another  sheet  of 
paper,  take  notes,  skipping  lines. 

Put  your  notes  aside.  Without  looking  at  your  notes,  add  as  much  information  as  you  can 
to  your  Recall  List. 

How  many  additions  did  you  make  to  your  Recall  List?  Put  the  number  count  on  the 
bottom  of  your  Recall  List. 

Rewind  the  tape.  Play  the  segment  again.  Make  any  necessary  additions  to  your  notes. 

Now  check  the  list  in  the  Supplement  to  this  unit.  How  many  of  the  points  listed  here  did 
you  include  in  your  notes?  Re-view  the  videotape  to  see  what  you  left  out. 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 


547 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• A message  to  your  Instructor  letting  him  or  her  know  that  you  completed  this  unit 
and  how  you  did. 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  fmish  this  before  the  hour  session 
over  you  may  want  to  take  time  to  review  and  check  your  work. 


THEME  AREA  10,  UNIT  81 


Supplement 
Notes  on  Joe's  Life 

Second  career;  in  retail  business  for  twenty  years 
Coming  to  OMRDD  to  complete  unfinished  task 
Job  with  opportunity,  security,  pay 
Still  a student 

When  finished  Hudson  Valley,  started  looking  for  a job 

Benefits  of  Direct  Care  Work 

Good  pay;  makes  $20,000  per  year 
State  won't  go  bankrupt 
State  has  job  security 

Opportunity  to  move  to  other  positions  in  the  State  system 
Good  medical,  eye,  and  dental  care 
System  treats  you  fairly 

Can't  think  of  a better  employer  than  New  York  State 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNIT  82 
Writing  Practice 

Job  Context:  Overview  of  Direct  Care  Work 
Conununication  Skills:  Writing  Skills 
Objectives: 

• practice  writing  skills 

• relay  accurate,  precise  information  in  writing 

• use  correct  grammar  and  punctuation 

• practice  editing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape 

Introduction 

In  this  unit  you  will  continue  practicing  your  writing  skills  by  writing  about  Direct  Care 
work. 

Learning  Activities 

Some  of  these  Learning  Activities  ask  for  your  persoanl  opinions  or  experiences.  Any 
information  you  give  will  be  kept  confidential. 


Learning  Activity  1 

In  the  videotape  segment  you  viewed  for  Unit  81  (Tape  #2,  Segment  20,  00:49:29  - 
00:53:56),  Joe  talks  about  what  he  feels  are  the  good  points  of  working  for  OMRDD.  In  your 
opinion,  what  are  the  advantages  of  working  for  OMRDD?  What  are  the  disadvantages?  How 
did  you  come  to  work  at  OMRDD?  What  attracted  you  to  this  job?  What  kinds  of  work  have 
you  done  in  the  past?  Write  an  e-mail  message  to  your  Instructor  in  which  you  answer  these 
questions.  Use  complete  sentences.  Be  sure  to  edit  and  spell-check  your  work  before  sending 
it.  Remember,  your  answers  will  be  confidential. 


Learning  Activity  2 

In  the  videotape  you  viewed  for  Unit  81,  Joe  talks  about  what  led  up  to  his  working  at 
OMRDD.  How  did  you  come  to  work  at  OMRDD?  In  an  e-mail  message  to  your  Instructor, 
write  about  your  career  path.  Use  complete  sentences.  Be  sure  to  edit  and  spell-check  your 
work  before  sending  it. 


Learning  Activity  3 

Are  you  aware  of  the  benefits  that  are  available  to  you  as  a staff  member  of  OMRDD? 
When  you  find  the  time,  over  the  next  3 weeks  go  to  your  Personnel  Office  and  your 
Education  & Training  Office  to  find  out  about  benefits  for  Direct  Care  Workers.  You  may  be 
able  to  call  these  offices  and  have  them  send  the  material  to  you.  It's  okay  if  you're  not  able 
to  do  this  right  away . Whenever  you  get  this  information,  e-mail  a message  to  your  Instructor 
and  let  him  or  her  know  what  you  found  out. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor  by  e-mail: 

• Your  work  from  Learning  Activities  1,  2,  and  3 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNIT  83 

The  Typical  Day  of  a Direct  Care  Worker 
Job  Context:  Overview  of  Direct  Care  Work 
Conununication  Skills:  Writing  Skills 
Objectives: 

• provide  overview  of  Direct  Care  work 

• practice  writing  skills 

• relay  accurate,  precise  information  in  writing 

• use  correct  granunar  and  punctuation 

• practice  editing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 

• Videotape  #2 


Introduction 

In  this  unit  you  will  view  another  videotape  segment  of  Direct  Care  Workers  and  the 
activities  and  tasks  they  do  in  a typical  day.  You  will  continue  to  practice  your  writing  skills. 


Description  of  Videotape  Materials 

For  this  Learning  Activity  you  will  view  a videotape  segment  of  Direct  Care  Workers  as 
they  go  about  their  workday.  In  voiceover  commentaries  workers  talk  about  how  they 
feel  about  being  Direct  Care  Workers  and  the  work  that  they  do.  The  segment  is  twelve 
minutes  long. 

The  segment  is  on  Videotape  #2,  and  is  labeled  Segment  2l‘.  It  begins  at  00:54:00  and 
ends  at  1:07:00. 


Learning  Activity 

View  Segment  21.  In  an  e-mail  message  to  your  Instructor,  answer  the  following 
questions.  Write  complete  sentences.  Be  sure  to  edit  and  spell-check  your  work  before 
sending  it.  This  Learning  Activity  asks  for  your  personal  opinions  or  experiences.  Any 
information  you  give  will  be  kept  confidential. 

1.  One  of  the  workers  on  the  tape  said  she  went  through  a "shock  stage"  when  she  started 
working  as  a Direct  Care  Worker.  How  did  you  feel  when  you  first  started  working  for 
OMRDD?  If  you  are  not  yet  in  a Direct  Care  position,  what  kinds  of  problems  do  you 

think  might  come  up? 

2.  One  of  the  workers  made  the  following  statement:  "You  could  work  for  a year  and  a half 
and  then  out  of  the  blue  they  do  exactly  what  you  want  them  to  do.  And  that  is  the  biggest 
reward. " What  about  your  job  gives  you  the  most  pleasure? 

3.  Segment  21  shows  activities  in  a typical  day.  Describe  a typical  day  at  your  worksite. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT; 
Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• Your  work  from  Learning  Activities  1,  2,  and  3. 


^ Direct  Care:  What  It  Takes,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and 
Developmental  Disabilities. 
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I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNIT  84 

Summarizing  Skills 

Job  Context:  Overview  of  Direct  Care  Work 
Communication  Skills:  Writing  Skills 
Objectives: 

• practice  summarizing  skills 

• practice  writing  skills 

• relay  accurate,  precise  information  in  writing 

• use  correct  grammar  and  pxmctuation 

• practice  editing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 

• Videotape  #2 


Introduction 

This  unit  provides  a case  study  of  one  individual.  You  will  practice  summarizing  skills.  A 
summary  gives  the  main  ideas  and  important  details. 


Description  of  Videotape  Materials 


For  this  Learning  Activity  you  will  view  a videotape  segment  of  a Direct  Care  Worker, 
Mike,  talking  about  an  individual  in  his  care  whom  he  considers  his  "success  story." 

The  segment  is  on  Videotape  #1,  and  is  labeled  Segment  22*.  It  begins  at  1:07:06  and 
ends  at  1:11:25. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  # and  Unit  # (Theme 
Area  10,  Unit  84).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

View  Segment  22.  On  a sheet  of  looseleaf  paper  make  a Recall  List  of  everything  you 
remember. 

Two  major  topics  are  covered  in  this  segment.  In  the  first  part  of  the  segment  Mike  talks 
about  his  successful  work  with  the  individual  in  his  care.  In  the  second  part  of  the  tape,  Mike 
talks  about  how  his  Direct  Care  work  translates  into  his  personal  life.  If  you  haven't  done  so 
already,  arrange  your  notes  under  these  two  categories. 


Learning  Activity  2 

Write  a summary  of  this  segment,  including  the  main  points  and  supporting  details  for  each 
of  the  two  topics  shown  in  the  segment.  Rewind  the  tape  to  the  beginning  of  Segment  22. 

Now  view  the  segment  again  and  add  to  your  notes  anything  else  that  would  be  needed  to  write 
a summary.  You  can  stop  or  start  the  tape  or  rewind  it  and  re- view  as  many  times  as  you  need 
to.  In  the  Supplement  that  follows,  there  is  a list  of  the  important  details.  Check  your  list 
against  the  Supplement. 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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Learning  Activity  3 

Write  a summary  of  what  you  viewed  in  Segment  22.  Write  your  summary  in  two  parts 
for  the  two  sections  described  above. 


Learning  Activity  4 

In  the  second  half  of  the  tape  Mike  talks  about  how  his  Direct  Care  work  translates  into  his 
life.  How  does  your  work  for  OMRDD  translate  into  your  life?  In  other  words,  are  there  any 
skills  you  use  at  your  job  that  are  also  needed  in  your  life  outside  work?  Have  you  been  able  to 
use  any  of  the  skills  and/or  knowledge  you've  gotten  at  your  job  in  your  life  outside  work? 
Write  an  e-mail  message  to  your  Instructor  addressing  this  question. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  work  from  Learning  Activities  1,  2,  and  3 
Send  bv  e-mail 

• Your  message  from  Learning  Activity  4 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


THEME  AREA  10,  UNIT  84 


Supplement 

Videotape  Segment  # 22 


MIKE'S  "SUCCESS  STORY" 

• biggest  success  story 

• at  beginning  ADL  --  just  refused 

• obnoxious  young  man 

• took  a lot  of  work 

• knew  him  7 years  ago  — not  the  same  man  now 

• worked  as  we  did  with  everyone;  for  whatever  reason  he  responded 

• we  weren't  going  to  back  down  — went  right  from  square  one 

• incredible  success  he  had  achieved 

• felt  good  knowing  you  were  part  of  it 


HOW  IT  TRANSLATES  INTO  PERSONAL  LIFE 

• anyone  with  family  and  children  will  find  a lot  of  similar  behavior  with  clients  and 
children 

• dealing  with  IQ  — behavior  shaping 

• if  you  are  successful  in  one  area  (work),  you  are  successful  in  the  other  area  (home) 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNIT  85 

Case  Study  of  an  Individual 
Job  Context:  Reading  Material  Related  to  the  Job 
Conununication  Skills:  Reading  Comprehension 
Objectives: 

• review  a case  description 

• review  how  ADLs  are  implemented 

• understand  technical  vocabulary  through  the  context 

• locate  important  information  in  the  text 

• improve  comprehension  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

In  this  unit  you  will  review  another  case  of  an  individual  in  a Developmental  Center. 
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Learning  Activity 

Supplementing  this  unit  is  a case  description  of  Joe,  an  individual  who  lives  in  a 
Developmental  Center.  Read  the  case  description  of  Joe  and  answer  the  questions  on  the 
worksheet  that  follows. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheet  from  the  Learning  Activity 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  10,  Unit  85 
Suop I ement 


JOE 


Joe  is  a 34-year-old  man  considered  to  be  moderately  mentally  retarded.  He 
lives  in  a developmental  center  and  attends  the  day  treatment  program.  His 
program  consists  of  training  in  a variety  of  self-help  skills,  however  he  is  already 
quite  good  at  most  of  the  things  that  are  being  worked  on,  so  much  of  it  is  just 
routine.  Although  he  has  some  conversational  language,  he  is  quiet  and  doesn’t  say 
very  much.  Recently,  however  there  have  been  aimost  daily  incidents  in  which  he 
has  been  physically  aggressive  with  other  residents,  suddenly  attacking  them  for  no 
apparent  reason.  The  initial  suggestion  when  he  started  tto  behavior  was  that  he 
should  be  put  in  time  out  immediately  when  he  hits  someone.  However  it  was 
decided  to  try  positive  behavior  change  first. 

Staff  were  carefully  interviewed  as  to  when  the  incidents  happened  and  who 
was  the  victim.  There  was  nothing  that  seemed  to  trigger  the  aggrp«inn  and  Joe 
had  not  in  fact  been  provoked  by  any  of  them.  However  one  staff  member 
commented  that  all  the  residents  whom  he  attacked  had  one  thing  in  common- 
they  were  fairly  verbal,  fairly  outgoing  and  they  interacted  a lot  with  one  or  two  of 
the  higher  functioning  woman  residents.  A staff  member  who  related  to  Joe  quite 
well  was  assigned  to  interview  him  and  ask  him  why  he  was  daiug  this.  However 
all  Joe  could  say  was  that  he  didn’t  know  or  that  the  other  residents  were  "bad". 
Then  the  victims  were  interviewed  to  see  if  they  could  shed  any  light  on  the 
behavior.  One  said  that  "Joe  hit  me  after  I talked  to  Alice-he  don’t  like  me  to 
talk  to  her". 

Based  on  this  limited  information  the  team  hypothesized  that  Joe  was  maybe 
jealous  of  the  other  men  who  seemed  able  to  talk  to  the  female  residents  and  have 
easy  relationships  with  other  people  in  the  day  treatment  program.  It  was  also 
noted  that  the  aggression  was  less  likely  to  occur  back  in  the  developmental  center. 
As  Joe’s  major  areas  of  deficit  were  really  in  social  skills,  rather  than  self-help,  it 
was  decided  to  change  his  program  and  introduce  much  more  social  sHii  training. 

First  it  was  decided  he  needed  to  learn  to  work  cooperatively  with  other  maip 
residents,  rather  than  avoiding  them  and  then  being  aggressive.  Some  of  his  self- 
help  skills  involved  making  a snack,  stripping  a bed,  and  washing  Hkhpj;  These 
program  were  changed  to  include  other  resident’s.  Thus  the  snack  making  task  was 
increased  to  making  a number  of  snacks,  and  one  individuai  did  one  phase  and  Joe 
did  the  next-in  this  way  they  were  working  together  and  helping  each  other.  It  was 
hoped  that  this  way  he  could  start  to  make  fiiends  with  some  of  the  other 
residents. 
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Second,  it  was  decided  that  Joe  was  not  able  to  express  himself  very  well,  talk 
about  feelings,  or  start  a conversation.  The  speech  therapist  designed  a series  of 
simple  programs  the  staff  could  introduce  to  get  Joe  to  initiate  conversations 
(Commenting  positively  on  the  other  person’s  work,  e.g.,"  You  sure  know  how  to 
make  a great  sandwich");  to  express  a feeling  (e.g.,  'Tm  mad  because  Bill  didn’t 
help  me  strip  the  bed");  and  to  exert  self-control  (Tm  going  to  keep  cool;  I’m  not 
going  to  let  Bill  bother  me). 

Third,  it  was  realized  that  Joe  had  no  skills  for  relating  to  others  of  the 
opposite  sex.  The  staff  debated  what  should  be  done  about  this,  stnr.p  they  argued 
that  Joe  could  not  go  on  dates  and  they  did  not  want  to  encourage  hiTn  haTiging 
aroimd  the  women  residents  because  they  thought  they  then  might  have  to  deal 
with  some  sexual  problems.  Eventually  it  was  agreed  that  it  would  be  normalizing 
for  Joe  to  be  able  to  have  women  friends,  and  if  this  resulted  later  in  need  for  sex 
education  that  would  be  provided.  Meantime  some  simple  strategies  were  set  up 
to  help  him  interact  with  some  of  the  females.  At  first  Joe  was  asked  if  he  would 
like  to  know  how  to  talk  to  women  and  get  to  know  them.  He  seemed  reluctant 
and  the  staff  thought  he  was  just  scared,  so  they  decided  to  conduct  a small  "group" 
on  "dating  skills";  they  selected  one  other  less-shy  male  resident  and  two  frmaip 
residents  to  participate.  The  four  met  with  the  trainer  for  half-hour  sessions  every 
day  and  talked  about  how  to  say  hello  to  someone,  how  to  introduce  yourself  and 
ask  the  other  person  her  name,  how  to  pay  a compliment  (’’nice  dress")  anri  to 
suggest  Siting  together,  getting  a soda  together  at  break  time,  and  so  on. 

Of  course,  while  this  was  going  on  the  staff  had  to  have  some  way  of 
responding  to  any  aggressive  outbursts  and  Joe  was  told  that  if  he  hit  any  other 
person  the  new  programs  would  be  terminated  immediately  and  he  would  go  back 
to  the  straight  self-management  training.  The  program  resulted  in  a lot  more 
reinforcement  for  Joe  and  the  hitting  began  to  decrease  immediately.  At  sodal 
^ctions  at  the  day  tr^tment  center  it  was  noted  that  Joe  was  likely  to  be 
included  with  others  in  interactions.  The  staff  also  reported  that  he  baH  started 
boasting  that  he  "had  a girlfriend"  because  he  was  hanging  out  quite  a lot  with 
Alice. 


from:  Warren,  B.,  and  Hoffman,  J.  (1990  Positive  Aporoaches  to 
Behavior  Change,  Volume  II.  NYS  OMRDD 
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THEME  AREA  10,  UNIT  85 


Supplement 

Worksheet 


1 .  What  is  Joe's  behavior  problem? 


2.  What  did  staff  feel  provoked  his  behavior? 


3.  What  steps  were  taken  to  help  Joe? 


4.  How  did  staff  deal  with  his  aggressive  behavior  while  he  was  working  on  the  program? 


5.  What  was  the  outcome  of  the  new  program? 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 


THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 


UNIT  86 

Activities  for  Daily  Living  and  Recreational  Interests 
Job  Context:  Understanding  and  Implementing  Activities  of  Daily  Living 
Communication  Skills:  Reading  Comprehension;  Problem-Solving 
Objectives: 

• review  written  materials  on  Activities  of  Daily  Living 


Materials: 


• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 


Introduction 

In  this  unit  you  will  view  Joe,  a Direct  Care  Worker,  as  he  takes  an  individual  in  his 
Center,  Robert,  down  to  the  concession  area  for  coffee.  This  is  one  of  Robert's  Activities  for 
Daily  Living  (ADL).  You  will  also  review  how  to  identify  personal  recreational  interests  for 
the  individuals  you  work  with. 


Description  of  Videotape  Materials 

For  this  Learning  Activity  you  will  view  a videotape  segment  of  a Direct  Care  Worker, 
Joe,  taking  an  individual,  Robert,  for  coffee. 
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The  segment  is  on  videotape  #2,  and  is  labeled  Segment  23*.  It  begins  at  1:11:30 
and  end  at  1:18:00. 


Segment  23  is  in  two  sections.  The  first  section  is  the  actual  scene  of  Joe  and  Robert  going 
for  coffee.  It  begins  at  1:11:30  and  end  at  1:15:37.  The  second  section  is  an  interview  with 
Joe  about  the  event  that  took  place.  It  begins  at  1:15:38  and  ends  at  1:17:57. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  10,  Unit  86).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  which  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

Supplementing  this  unit  is  a worksheet  with  questions  about  the  videotape  segment  you'll 
be  viewing.  Read  over  the  questions.  Now  view  Segment  23.  As  you  view,  take  notes  on 
information  you  think  you  might  need  to  answer  these  questions.  Stop  the  tape  or  rewind  the 
tape  as  much  as  you  need  to  get  the  information  you  need. 

Now  answer  the  questions  on  the  worksheet.  Feel  free  to  re-view  sections  of  the  videotape 
if  you  need  to  when  answering  the  questions. 


Learning  Activity  2 

One  of  the  Activities  of  Daily  Living  is  recreational  activities.  Supplement  2 gives 
background  information  on  recreation.  Read  the  supplement  and  then  answer  the  questions 
that  follow.  Correct  your  answers  using  the  Answer  Key  for  Resource  # 4. 


Learning  Activity  3 

There  are  many  myths  and  misconceptions  about  recreation  for  people  with  disabilities. 


^ Coiirtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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Read  the  myths  in  Supplement  3 and  give  your  reaction  to  the  statements.  Then  read  Myths 
and  Misconceptions:  Some  Food  for  Thought  on  the  page  that  follows. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheet  from  Learning  Activity  1 
Send  bv  e-mail 

• A message  letting  your  Instructor  know  you  completed  Learning  Activities  2 and  3, 
and  any  questions  you  may  have  about  your  work 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Supplement  1 

Worksheet  for  Video  Segment  23 


1 .  State  the  main  topic  of  each  section  of  this  tape  in  one  sentence  for  each  section. 


2.  What  are  some  of  the  things  Joe  does  or  says  to  help  Robert  to  make  his  own  choices? 


3.  What  does  Joe  do  when  he  spills  the  coffee? 


4.  Why  did  Joe  handle  the  situation  this  way? 


5.  What  would  you  do  if  you  were  in  Joe's  situation? 
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Theme  Area  10,  Unit  86 
Supplement  2 


Duty: 

Organizes  Leisure/Recreation  Activities 

Task: 

5.2 

Assist  Clients  in  Identifying  Personal 
Recreational  Interests 

Resource  #2 

Background  Information  on  Recreation 

Directions: 

Read  the  following  and  complete  Self  Check  #1 
on  page  12  of  this  Learning  Guide.  This 
information  is  about  the  importance  of 
recreation  activities  for  people  with 
developmental  disabilities. 

Why  is  recreation  important? 

o Recreation  adds  to  a person's  overall  quality  of  life, 
o Recreation  enhances  a person's  emotional  well-being, 
o Recreation  is  important  to  a person's  physical  health, 
o Recreation  can  satisfy  a number  of  basic  human  needs: 

- Joy  of  creating 

“ Fellowship  and  social  interaction 
“ ^©sire  for  adventure  and  new  experiences 

- Enjoyment  of  beauty 

- Sense  of  achievement 
• Physical  well-being 

- Emotional  satisfaction 

- Sense  of  service  to  others 
“ Relaxation 


Time  for  Recreation 

o People  need  to  make  time  for  recreation. 

o Most  people  have  between  20  and  50  hours  per  week 
for  recreation  activities. 

o 'The  amoiut  of  time  available  for  recreation  activities  is 
increasing  due  to  flextime  arrangements  at  work,  early 
^6^ir©n©nts , and  other  trends  in  our  society . 

o Leisure  time  constitutes  a significant  part  of  a person's 
lifetime. 


Competency-Based  Learning  Guide  5.2  (Revised  12/88) 
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Duty: 

Organizes  Leisure/Recreation  Activities 

Tash: 

5.2  Assist  Clients  in  Identifying  Personal 
Recreational  Interests 

Recreation  for  People  with  Developmental  Disabilities 

o People  with  developmental  disabilities  have  the  same  needs 
for  recreation  as  anyone  else. 

o In  most  cases,  people  with  developmental  disabilities  can 
successfully  use  the  same  recreation  activities  and 
facilities  as  everyone  else  in  a community. 

o Recreation  activities  are  important  for  people  with 
developmental  disabilities  for  a 'number  of  reasons: 

1.  to  provide  adequate  physical  exercise  to  maintain  the 
health  of  internal  organs 

2.  to  develop  muscular  strength,  stamina,  coordination, 
and  balance 

3 . to  develop  cognitive  shills  such  as  body  awareness , 
attention,  and  discrimination 

4.  to  develop  language  concepts  such  as  in,  on,  under, 
next  to,  etc. 

5.  to  develop  social  shills  such  as  manners  and 
cooperation 

6.  to  provide  opportunities  to  channel  frustrations  and 
aggressions 


o Recreation  activities  can  be  used  to  strengthen  and 

maintain  a wide  variety  of  shills  and  abilities  needed  for 
everyday  life. 

o Recreation  activities  can  provide  exercise  and  range  of 
for  muscles  and  joints  which  are  not  adequately 
exercised  in  normal  daily  routines. 

o Recreation  can  foster  a positive  self-image. 

o Recreation  activities  can  provide  opportunities  for 
greater  independence. 

o Recreation  activities  are  excellent , opportunities  for 

people  into  the  life  of  the  local  community. 

o Recreation  promotes  success  at  other  developmental  tashs 
through  relaxation  and  other  benefits. 


Competency-Based  Learning  Guide  5.2  (Revised  12/88) 
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i^uty.  organizes  Leisxire/Recreation  Activities 


Task:  5.2  Assist  Clients  in  Identifying  Personal 

Rficteational  Interests 


Resource  #4 

Knowledge  Self  Check  #1 


Directions : 


Answer  the  following  questions  about  leisure 
and  recreation  activities  for  people  with 
developmental  disabilities. 


1. 


List  two  reasons  why  recreation  is 
developmental  disabilities. 


important  for  people  with 


2.  List  three  basic  human  needs  that  recreation  can  satisfy. 


3. 


List  two  reasons  why  leisure  time  is  becoming  a 
par^t  of  a person's  life  in  our  society. 


significant 


4.  List  four  reasons  why  recreation  is 
developmental  disabilities. 


important  for  people  with 


Correct  your  responses  using  the 
page. 


answer  key  on  the  following 


Competency-Based  Learning  Guide  5.2  (Revised  12/88) 
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1. 


Duty: 

Organizes  Leisure/Recreation  Activities  - - 

Task: 

5.2  Assist  Clients  in  Identifying  Personal 
Recreational  Interests 

Answer  Key  for 
Resource  #4 


Any  two  of  the  following  answers  are  acceptable: 

a.  to  provide  adequate  physical  exercise  to  maintain  the 
health  of  internal  organs 

b.  to  develop  muscular  strength,  stamina,  coordination, 
and  balance 

c.  to  develop  cognitive  skills  such  as  body  awareness, 
attention,  and  discrimination 

d.  to  develop  language  concepts  such  as  "in,  on,  under, 
next  to",  etc. 

e.  to  develop  social  skills  such  as  manners  and 
cooperation 

f . to  provide  opportunities  to  channel  frustrations  and 
aggressions 


2.  Any  three  of  the  following  answers  are  acceptable: 

a.  Recreation  adds  to  a person's  overall  quality  of  life. 

b.  Recreation  enhances  a person's  emotional  well~being. 

c.  Recreation  is  important  to  a person's  physical  health. 

d.  Recreation  can  satisfy  other  basic  human  needs  such  as: 

- Joy  of  creating 

“ Fellowship  and  social  interaction 
“ Desire  for  adventure  and  new  experiences 
“ Enjoyment  of  beauty 
“ Sense  of  achievement 

- Physical  well-being 

- Emotional  satisfaction 

- Sense  of  service  to  others 

- Relaxation 
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_..^zes  Leisure/Recreation  Activities 


Task:  5.2  Assist  Clients  in  Identifying  Personal 

Recreational  Interests 


Answer  Key  for 
Resource  #4  (cont'd.) 

Any  two  of  the  following  answers  are  acceptable: 

a.  People  need  to  make  time  for  recreation. 

b.  Most  people  have  between  20  and  50  hours  per  week 
available  for  recreation  activities. 

c.  Ih.  amount  of  time  available  for  "'“"tarty 

‘nereaaioa  due  to  flextime  arrangements  at  work,  early 
tJffISSts,  and  other  trends  in  our  sooiety. 

d.  Leisure  time  constitutes  a significant  part  of  a person's 
lifetime. 


4. 


Any  four  of  the  following  answers  are 


acceptable : 


a • 


Recreation  activities  can 
maintain  a wide  variety  of 
everyday  life. 


be  used  to  strengthen  and 
skills  and  abilities  needed  for 


b. 


Recreation 
motion  for 
exercised 


activities  can  provide  exercise 
muscles  and  joints  which  are  not 
in  normal  daily  routines. 


and  range  of 
adequately 


c . 

d. 


e. 

f . 


Recreation  can 


foster  a positive  self-image. 


Recreation  activities  can  provide  opportunities  for 
greater  independence.. 


Recreation  promotes 
through  relaxation 


success  at  other  developmental 
and  other  benefits. 


tasks 
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Theme  Area  10,  Unit  86 
Supplement  3 


Duty; 

Organizes  Leisure/Recreation  Activities  - — n. — 

Task: 

5.2 

Assist  Clients  in  Identifying  Personal 
Recreational  Interests 

Resource  #3  

Myths  and  Misconceptions 

Directions : 

The  following  are  some  "myths"  about  recreation 
for  people  with  developmental  disabilities. 

Many  people  have  misconceptions  about 
developmental  disabilities  and  the  limitations 
that  may  result.  Read  each  of  the  "myths"  and 
use  the  space  below  each  to  list  some  of  your 
reactions  to  the  statements. 

. Myth  #1 : Recreation  activities  are  "time  fillers". 


• Recreation  Therapists  should  choose  activities  for 
persons  because  they  know  what  is  best  for  them. 


Myth  Recreation  activities  need  to  be  modified  for  people 

with  developmental  disabilities  so  that  they  can 
do  them  with  no  difficulty. 
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Duty:  Organizes  Leisure/Recreatioa  Activities 

Task:  5.2  Assist  Clients  in  Identifying  Personal 

R6Cz*sa^xonaX  Xn^ez*ss^s 


Mzth  111  People  with  developmental  disabilities  should  be  allowed 
to  watch  television  as  much  as  they  like  because 
everyone  else  does  it. 


Mzth  i5i  There  is  no  problem  taking  a group  of  adults  to  see 

"Cinderella-  or  "Snow  White"  if  this  is  what  they  want 


Mzth  111  People  with  developmental  disabilities  should  be  given 
zree  txcXets  or  reduced  admission  to  community  events. 


When  you  have  completed  this  activity,  go  on  to  the  next  page. 
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Duty: 

Organizes  Leisure/Recreation  Activities 

Task: 

5.2  Assist  Clients  in  Identifying  Personal 
Recreational  Interests 

Myths  and  Misconceptions 
Some  Food  for  Thought 


Directions: 


Read  through  the  information  regarding  myths 
and  misconception.  You  may  find  that  you 
disagree  with  some  of  the  statements.  Don't 
worry... many  people  do,  and  you  are  entitled 
to  your  own  opinions. 


Myth  #1 : Recreation  activities  are  "time  fillers" . 

o Recreation  should  not  be  viewed  as  less  important  than 

developmental  programs  for  persons  with  mental  retardation. 

o Recreation  should  be  based  on  an  assessment  of  a person’s 
interests  and  abilities,  in  the  same  way  as  developmental 
activities  are  planned. 


Myth  12j.  Recreation  Therapists  should  choose  activities  for 
persons  because  they  know  what  is  best  for  th>»m 


° . Psoplfi  have  the  right  to  choose  their  own  recreation 

activities. 

o In  keeping  with  the  principles  of  normalization,  all 
people  should  have  the  opportunity  to  choose  how  they 
spend  their  own  leisure  time. 

° Staff  have  an  important  role  in  assisting  persons  in 

choosing  recreational  activities  by  providing  information 
about  activities  and  in  helping  secure  materials, 
transportation,  etc. 

o Recreation  'Kierapists  are  excellent  resources  in  planning 
leisure  activities  which  reinforce  skills  and  abilities 
which  are  needed  for  everyday  life,  but  freedom  of  choice 
should  always  be  a prime  consideration  in  planning. 
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Duty: 

Organizes  Leisnre/Recreation  Activities 

Task: 

5.2  Assist  Clients  in  Identifying  Personal 
Recreational  Interests 

Hi.  Recreation  activities  need  to  be  modified  for  peonle 
with  developmental  disabilities  so  that  thev  can 
^ them  vith  no  difficulty.  

o Many  activities  can  be  conducted  without  any  modifications. 

©People  with  developmental  disabilities  enjoy  challenges 
just  like  everyone  else  and  challenging  activities  are. 
pften  the  most  satisfying. 

® ® person  caxinot  experience  success  in  an  activity, 

there  are  many  ways  it  can  be  modified  to  ensure  success 
without  "watering  down"  the  challenges  involved: 

- create  fewer  or  simpler  "rules"  for  certain  games 
slow  down  the  pace  of  an  activity  without  changing 
the  rules  or  expectations 
“ changing  the  size  or  type  of  equipment  used 
~ ©hanging  the  size  of  a playing  field  or  court 

o Modifications  should  be  made  only  as  needed  based  on  the 
abilities  and  disabilities  of  an  individual. 

o Modifications  should  not  be  permanent  and  should  be  phased 
out  as  progress  is  made  toward  the  goal  of  successful 
participation  in  the  activity  without  modification. 


MZth  People  with  developmental  disabilities  should  be  allowed 

,to^  watch  television  as  much  as  they  like  because 
everyone  else  does  it. 

o Television  tends  to  be  abused  by  society  in  general  and  is 
overused  as  a recreational  alternative. 


o Television  can  be  an  excellent  recreational  activity  in 
moderation  as  long  as  it  does  not  become  a "pacifier”  or 
time-killer. 

• 

o Television  viewing  should  be  planned  (keeping  freedom  of 

in  mind)  and  should  be  accompanied  by  discussion  of 
what  is  viewed. 

o Television  should  not  become  a "babysitter"  for  the 
convenience  of  staff. 
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Duty: 

Leisure/Recreation  Activities  - 



Task: 

5.2  Assist  Clients  in  Identifying  Personal 
Recreational  Interests 

There  is  n£  Eypblem  taking  a group  of  adults  to  see 

^inderella"  or  ISnow  WMte"  if  this~is  wha~thj7  want 

o This  is  never  an  easy  issue  to  deal  with  since  freedom  of 
choice  IS  so  important  in  leisure  time  activities. 

o These  activities  are  not  age-appropriate  for  adults  and 
many  people  already  think  of  people  with  developmental 
disabilities  as  "eternal  children". 

o If  a group  of  adults  feel  strongly  about  seeing  these 
movies,  you  might  consider  renting  a videotape  for  an  in- 
home  viewing. 

o One  of  your  important  responsibilities  as  a direct  care 
provider  is  to  reinforce  appropriate  attitudes  toward 
people  with  developmental  disabilities.  The  best  way  to  do 
this  is  to  involve  persons  in  the  same  everyday 
recreational  activities  as  experienced  by  the  rest  of  the 
communi ty . 


MZth  lii.  Pepple  w^  developmental  disabilities  should  ^ given 

- reduced  admission  to  c ommuni tv  events . 


o People  should  not  be  given  free  tickets, 
because  they  are  disabled. 


etc.  simply 


o This  tends  to  reinforce  the  image  of  people  with 
disabiX as  cbxldiren  or  objects  of  pity. 

o People  who  work  and  receive  a salary  or  stipend  should  be 
expected  to  pay  for  recreational  activities  just  like 
anyone  else. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNITS? 

Math  Review  (Weights  and  Measures) 

Job  Context:  Math  Skills  Related  to  the  Job 
Communication  Skills:  Mathematical  Skills;  Problem-Solving 
Objectives: 

• review  U.S.  measurements  of  weights  - understanding  reasons  for  measuring  heights  and 
weights 

• review  metric  measures  of  mass 

• apply  basic  math  skills  to  job-typical  problems  - measuring  heights  and  weights 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

For  many  of  the  tasks  that  are  required  of  a Direct  Care  Worker  you  need  a strong 
background  in  basic  math.  You  will  be  practicing  basic  math  skills  that  will  help  prepare  you 
for  job  training.  For  example.  Unit  90  will  review  some  typical  examples  of  forms  a Direct 
Care  Worker  may  be  required  to  complete.  On  some  of  these  forms,  a knowledge  of  U.S. 
measurements  of  weights  is  important  to  completing  the  forms.  In  this  unit  you  will  review 
U.S.  measurements  of  weights  and  metric  measures  of  mass. 


Learning  Activities 


The  exercises  for  this  unit  are  on  computer  software.  The  name  of  the  program  is 
Introduction  to  Basic  Math.  There  are  Reference  Sheets  for  this  program  included  in  the 
Study  Guide  as  Technical  Supplements  ft\  - ft2>. 

From  the  first  screen  you  will  see  the  Chapters.  The  next  screen  will  list  the  Sections. 

Once  you  choose  a section,  the  problems  for  that  section  will  be  loaded  onto  your  screen. 

As  you  are  working  on  a problem,  if  you  want  to  see  how  a problem  is  worked  out  you  can 
find  out  from  the  menu  bar  at  the  top  of  the  screen.  You'll  see  how  the  problem  is  worked  out 
mathematically.  You  can  also  get  an  explanation  of  how  a problem  is  done  from  the  menu  bar 
at  the  top  of  the  screen  by  clicking  detailed  help.  You  should  try  to  do  the  problems  on 
your  own  first  before  asking  tbe  computer  for  belp. 

There  is  also  a built-in  calculator,  which  can  be  reached  from  the  menu  bar.  You  can  use 
this  calculator  when  you're  working.  You  may  also  want  to  keep  a scrap  piece  of  paper  by 
your  work  station  for  doing  calculations. 

If  you  are  working  on  a PC,  this  program  should  be  loaded  onto  your  computer.  You 
should  have  also  gotten  written  instructions  from  the  technology  specialist  describing  how  to 
start  the  program.  If  the  program  is  not  on  your  computer  or  if  you  don't  know  how  to  bring 
it  to  your  screen,  check  with  your  team  leader,  your  Instructor,  or  call  our  technology 
specialist.  Her  name  and  number  are  listed  in  the  front  of  your  Study  Guide. 

If  you  are  working  on  a terminal,  you  will  not  be  able  to  use  the  math  program  on  your 
computer.  Your  DDSO  may  have  arranged  for  you  to  have  access  to  a PC  that  is  loaded  with 
this  computer  software.  If  so,  do  this  unit  on  that  computer.  If  you  are  not  sure  whether  there 
is  a PC  you  can  use  for  this  exercise,  please  check  with  your  team  leader,  your  Instructor,  or 
call  our  technology  specialist.  Her  name  and  number  are  listed  in  the  front  of  your  Study 
Guide. 

If  you  do  not  have  access  to  a computer  loaded  with  the  math  program,  do  the 
exercises  on  the  pink  worksheets  in  your  worksheet  folder. 


Learning  Activity  1 

Complete  the  following  on  the  Introduction  to  Basic  Math  software: 
Chapter  6 U.S.  and  Metric  Measurement 

• Section  2 U.S.  Measurements  of  Weights 
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• Section  5 Metric  Measures  of  Mass 


Problems  #1-6 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor  by  e-mail: 

• A message  to  your  Instructor  telling  him  or  her  that  you  completed  this  unit  and  how 
you  did.  Which  sections  were  easier  and  which  were  more  challenging  for  you? 


I This  is  a self-paced  learning  program.  You  may  have  conq>leted  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Worker 
UNIT  88 

Measuring  Height  and  Weight  I 
Job  Context:  Reading  Material  Related  to  the  Job 
Communication  Skills:  Reading  Comprehension;  Math  Skills 
Objectives: 

• understand  technical  vocabulary  through  the  context 

• develop  word  recognition  skills 

• improve  comprehension  skills 

• practice  conversion  of  measurement  units  to  the  metric  system 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

There  are  many  responsibilities  of  Direct  Care  Workers  that  require  good  reading,  writing, 
math,  and  problem-solving  skills.  Practicing  these  skills  will  help  prepare  you  for  job 
training.  This  unit  and  Unit  89  will  review  one  of  those  tasks:  taking  weights  and  heights. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  ^ and  Unit  ft  (Theme 
Area  10,  Unit  88).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 


Supplementing  this  unit  is  an  excerpt  from  the  NYS  OMRDD  Learning  Guide  for 
Individualized  Instruction  on  how  to  take  weight  and  height.  Read  the  Supplement  and  then 
answer  the  questions  on  the  Activity  Sheet  that  follows.  Check  your  answers  on  the  answer 
key  provided. 


Learning  Activity  2 

Weight  is  recorded  in  either  pounds  or  kilograms.  Supplement  2 consists  of  math 
problems  to  give  you  additional  practice  in  the  conversion  of  ounces,  pounds,  and  kilograms. 
Complete  the  problems  in  Supplement  2. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  completed  math  problems  from  Learning  Activity  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  flnish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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^HiEME  -AREA  lOy  UNIT  ....  • 

Supplement  1 


Duty:  Maintains  Client  Health 

Task:  4.18  Take  weight  and  height^  documenting  on 
appropriate  chart. 

Resource  #1 

-for  Measuring  Height 
determine  acceptable  weight  range 
monitor  growth  patterns 
identify  changes  in  bone  structure 

Reasons  for  Measuring  Weight 

- on  admission  to  estcdDlish  a baseline 
to  monitor  weight  loss  or  gain 

- to  monitor  fluid  loss  or  gain 


Reasons 

to 

to 

to 


ERIC 


Ecaiipment  for  Measuring  Height  and  Weight 

Standing  Scale 

Height 

measuring  rod 


Balancing  arm 


pointer  The  standing  scale  is  commonly 
used  for  measuring  height  and 
weight . 

Height  is  measured  with  an  L- 
Shaped  Measuring  Rod  attached 
to  the  front  of  the  scale. 

Height  is  recorded  as  feet  and 
inches  or  as  centimeters . The 
measuring  bar  measures  inches 
and  fractions  of  an  inch.  A 
fflstric  bar  uses  one  centimeter 
increments . 


weight  IS  read  from  a digital  display  or  a balancing  arm. 

Halance  the  scale  using  the  balancing  screw.  The  scale  is 

balanced  when  the  b^J,^nce  pointer  is  in  the  middle  of  the  balance 
area.  — — 

Go  on  tojnext  page . . . 
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Duty:  Maintains  client  Health 

Task:  4.18  Take  weight  and  height,  documenting 
on  appropriate  chart. 


Resource  #1  cont. 


Weight  is  recorded  in  either  pounds  or  Kilogreims  (2.2 
pounds) . Most  scales  measure  pounds  in  one  quarter  pound 
increments  or  in  Kilograms  with  0.1  Kilogram  (one-gram) 
increments . 


WBGHT  EQUIVALENTS 


kilograms  (kg) 

ounces  (oz) 

pounds  (lb) 

4 

1/4 

8 

1/2 

12 

3/4 

1 .45 

16 

i 1 

22.68 

50 

45.36 

100 

Persons  who  are  unable  to  stand  are  weighed  on  bed  scales 
or  chain  scales . Bed  scales  have  canvas  straps  or  a stretcher 
like  platform.  A machine  lifts  the  person  above  the  bed  and  the 
weight  is  reflected  either  on  a digital  display  or  balancing  arm 


c oeci-ic 

your  knowledge  of  equipment  used  for  measuring  height 
and  weight  and  reasons  for  taking  these  measurements  by 
completing  Activity  #1. 


Go  on  to  next  page . . . 
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Duty: 

Maintains  Client  Health 

Task: 

4.18  Take  weight  and  height,  documenting  on 
appropriate  chart. 

Resource  #2 
Activity  #1 

Directions:  Complete  the  following  statements: 

1.  List  two  reasons  for  measuring  height: 

a. 

b. 

2.  List  two  reasons  for  measuring  weight: 

a. 

b. 

3.  Height  is  measured  with  an  . 

4.  A ; is  commonly  used  for  measuring  height 

cind  weight. 

5.  Persons  who  are  uneible  to  stand  are  weighed  on  

or  . 


Correct  your  responses  using  the  Answer  Key  If 

you  were  unable  to  score  100%,  restudy  Resource  fl  and  repeat  the 

test . 
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Maintains  client  Health 

. Task:  4.18  Take  weight  and  height,  documenting  on 
appropriate  chart. 


Answer  Key 
for 

Activity  #1 


1.  Reasons  for  measuring  height: 

to  determine  acceptable  weight  range  for  person 
to  monitor  growth  patterns 
to  identify  changes  in  bone  structure 

2 . Reasons  for  measuring  weight : ' 

on  admission  to  establish  a baseline 
~ to  monitor  weight  loss  or  gain 
to  monitor  fluid  loss  or  gain 

3 . An  L-shaped  measuring  rod 

4.  Standing  scale 

5.  Bed  scales  or  chain  scales 
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THEME  AREA  10,  UNIT  88 


SuDDlement  2 
Worksheet 


use  .45  kg  = 16  oz.  = 1 lb. 


1 


1. 

2. 


6. 


7. 


.90  kg 
kg 


_kg 

_kg 

_kg 

.kg 


9. 


_kg 

_kg 

_kg 


10. 


_kg 


oz 

oz 


8 oz 


oz 


oz 


oz 


oz 


oz 


oz 


oz 


^Ibs. 

2 lbs. 

lbs. 

1 1/2  lbs. 

150  lbs. 

125  lbs. 

109  lbs. 

170  lbs. 

95  lbs. 

75  lbs. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNIT  89 

Measuring  Height  and  Weight  H 
Joh  Context:  Reading  Material  Related  to  the  Job 
Conununication  Skills:  Reading  Comprehension;  Writing  Skills 
Objectives: 

• understand  technical  vocabulary  through  the  context 

• locate  important  information  in  text 

• improve  comprehension  skills 

• practice  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  continue  reviewing  how  to  take  weights  and  measurements. 


Learning  Activity 

Supplementing  this  unit  is  an  excerpt  from  the  NYS  OMRDD  Learning  Guide  for 
Individualized  Instruction  on  taking  weight  and  height.  Read  the  supplement  and  then 
answer  the  questions  on  the  activity  sheet  that  follows.  Check  your  answers  on  the  answer  key 
provided. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 

Send  bv  e-mail 

• A message  telling  your  instructor  that  you  completed  this  unit. 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  flnish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  10,  Unit  89 
Supplement 


Duty:  Maintains  client  Health 


Task:  4.18  Take  weight  and  height,  documenting  on 

appropriate  chart . 


Obi active  #3 

Obi active  #4 

Obi active  #5 
Obi active  #6 


Identify  guidelines  for  ensuring  accurate 
measurement . 

List  care  measures  that  provide  for  a person's 
safety  and  comfort. 

Measure  a person's  height  and  weight  accurately. 

Record  measurements  and  observations  according 
to  agency  policy. 


Resource  #3 


I ntr oduct i on : 

At  times  decisions  regarding  treatment  euid  diet  are  made  based 
on  measurements  of  height  and  weight.  For  this  reason,  it  is  very 
important  that  measvirements  be  accurate.  This  section  of  the 
Learning  Guide  presents  guidelines  and  procedures  for  correctly 
measuring  eind  recording  height  and  weight.  Safety  factors  that 
you  must  consider  in  carrying  out  this  procedure  are  also 
described.  Study  this  information  carefully. 


Guidelines  for  Ensuring  Accurate  Measurement 


1.  Weigh  the  person  on  the  same  scale  each  time  if  at  all 
possible.  Each  scale  weighs  differently. 


2.  Weigh  the  person  at  the  same  time  each  dav.  Weight  will 
vary  according  to  food  inteike  and  elimination.  For  example, 
if  you  weigh  the  person  before  breakfast  on  day  one  and 
after  breakfast  on  day  two  you  will  likely  note  an  increase 
in  weight.  This  increase  may  not  be  reflective  of  actual 
weight  gain  amd  may  be  a result  of  breakfast. 

3.  Have  the  person  wear  the  same  kind  of  clothing  each  time. 
Amount  eind  type  of  clothing  will  influence  measurement. 


4.  Have  the  person  remove  their  shoes  before  standing  on  scale. 
Shoes  will  influence  accuracy  of  height  and  weight. 

Go  on  to  next  page ... 
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Client  Health  :_ 

Task:  4.18  Take  weight  and  height,  documenting  on 
appropriate  chart. 


Resource  #3  cont. 


galance  tljs  scaje  before  the  person  stands  on  platform  to 
ensure  an  accurate  measurement.  


6.  Rrovide  required  assistance  in  getting  oq  and  off  scale  and 
observe  carefully  during  the  procedure . Prevent  falls  from 
scale  and  possible  injury  from  sliding  rod. 

Procedure  for  Measuring  Height  and  Weight 


Procedure 


Explanation 


1.  Wash  your  hands.  Infection  control 

2.  Place  paper  towel  on  platform.  Infection  control 


3.  Balance  the  scale.  Accuracy  of  measurement 

~ be  sure  the  scale  is  level 

- both  weights  must  be  on  zero 

- the  pointer  of  the  balcince 
beam  must  be  in  the  middle  of 
the  balance  area.  If  it  is 
not,  turn  the  balance  screw 
to  adjust. 


4.  Explaxn  the  procedure  to  the  Person's  comfort 

person  in  language  he/ she  can 
vinderstcmd . 


5.  Ask  the  person  to  remove  Accuracy  of  measTirement 

his/her  shoes.  Be  sure  clothing 
is  s^ilar  to  that  worn  for 
previous  measurements . 


6.  Assist  the  person  onto  the  scale. 

The  person  should  steind  unassisted 
in  the  center  of  the  platform.  The 
feet  should  be  slightly  apart. 

. Observe  closely  at  all  times 
to  prevent  falls. 

■■  ■ ■* 

7.  Ask  toe  person  to  place  both  hands  Accuracy  of  measurement 
at  his/her  side.  (if  the  person 

is  holding  onto  near-by  objects 
or  the  care  giver  the  weight 
will  be  inaccurate. ) 


Person's  safety 
Accuracy  of  measurement 
Person ' s safety 


Go  on  to  next  page . . . 
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Maintains  Client  Health 

Task:  4.18  Take  weight  and  height,  documenting  on 
appropriate  chart. 


Procedure 


Explanation 


8.  Adjust  the  weights  until  the 

balance  pointer  is  in  the  center 
of  the  balance  area. 


Accuracy  of  measurement 


9 . Add  the  number  on  the  large 
balance  and  the  small  balance. 


Accuracy  of  measurement 


10 . Note  and  record  the  person ' s 
weight. 


Accuracy  of  measurement 


11.  Ask  the  person  to  stand  as 

straight  as  possible  with  heels 
together  amd  buttocks  and  head 
against  the  measuring  stick. 
Instruct  the  person  to  keep 
the  head  erect  and  look 
straight  cihead. 


Accuracy  of  measurement 


12 . Raise  the  L-shaped  sliding  arm 
on  the  scale  until  it  rests  on 
persons  head.  Hove  the  arm 
slowly . Avoid  hitting  the  person 
with  the  bar. 


Accuracy  of  measurement 


Person's  safety 


13 . Note  and  record  the  person ' s 
height. 

14.  Raise  the  sliding  arm 
and  assist  the  person  off 
the  scale. 

■15*  Return  weight  beams  to  zero 
position.  Replace  all 
ec[uipment.  Discard  paper  towel. 

16.  Wash  your  hands. 

Report  and  record  measurements 
of  height  and  weight  and  any 
observations  made  during  the 
Procedure  according  to  agency 
policy. 


Accuracy  of  measurement 


Person's  safety 


Person's  safety 

Infection  control 

Infection  control 

Careful  documentation  of 
measurements  and 
observations  required  by 
all  agencies 


Go  on  to  next  page. . . 
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Duty:  Maintains  Client  Health 


Task:  4.18  Tak'e  weight  and  height,  documenting  on 
appropriate  chart. 


Resource  #4 

Knowledge  Self  Check  4 . 18 


Directions : Evaluate  your  knowledge  of  measuring  height  and 
weight  by  responding  to  the  following  questions. 


List  two  reasons  for  measuring  weight. 

a. 

b. 

List  three  guidelines  for  ensuring  accurate  measurement  of 
height  and  weight. 

a. 

b- 

c. 

State  the  explanation  for  the  following  steps  in  the 
procedure  for  measuring  height  and  weight. 


d. 

e. 


Procedure 

Place  a paper  towel  on  the 
platform. 

Balance  the  scale  before  the 
person  stands  on  the  platform. 

Explain  the  procedure  to  the 
person  in  lemguage  he/she  can 
understand. 

Ask  the  person  to  remove  shoes. 

Adjust  the  weights  until  the 
balance  pointer  is  in  the 
center  of  the  balance  eurea. 

Report  emd  record  measurements 
of  height  and  weight  and  any 
observations  made  during  the 
procedure . 


Explanation 


Go  on  to  next  page. . 
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Duty;  Maintains  Client  Health 

Task:  4.18  Take  weight  and  height,  documenting  on 
appropriate  chart. 


Resource  #4  cont. 


4.  Describe  the  person's  position  on  the  scale  for  obtaining 
weight . 


5.  Describe  the  person's  position  on  the  scale  for  obtaining 
' height . 


Correct  your  responses  using  the  Answer  Key 

' ii  you  have  any  incorrect  responses  restudy  Resource  #1  and  #3 
and  repeat  the  Self  Check. 

Go  on  to  next  page ... 
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Duty:  Maintains  Client  Health 

Task:  4.18  Take  weight  and  height,  documenting  on 
appropriate  chart. 


Answer  Key 
for 

Knowledge  Self  Check  4.18 


1.  Reasons  for  measuring  weight: 

- on  admission  to  estciblish  a baseline 

- to  monitor  weight  loss  or  gain 

- to  monitor  fluid  loss  or  gain 

2.  Guidelines  for  ensuring  accurate  measurement  of  height  and 
weight: 

- weigh  the  person  on  the  scime  scale  each  time 

- weigh  the  person  at  the  scime  time  each  day 

- have  the  person  wear  the  scime  ]cind  of  clothing  each 
time 

have  the  person  remove  shoes  before  standing  on  the 
scale 

- balemce  the  scale  before  the  person  stands  on  the 
plahf orm 

- provide  required  assistance  for  person  in  getting  on 
and  off  scale 


- Observe  person  carefully  dviring  procedure 

3.  Explemations  for  procedure: 

a.  Infection  Control 

b.  Accuracy  of  Measurement 

c.  Person's  Comfort 

d.  Accuracy  of  Measurement 

e.  Accxiracy  of  Measurement 

f.  Careful  documentation  of  measxirements  and  observations 
is  required  by  all  agencies 
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Duty:  Maintains  client  Health 


Task:  4.18  Take  weight  and  height,  documenting  on. 
appropriate  chart . 


Answer  Key 
for 

Knowledge  Self  Check  4.18  cont. 


4.  Person's  position  for  obtaining  weight: 

- stand  unassisted  in  center  of  platform 

- feet  slightly  apart 

- person's  hands  at  side 


5.  Person's  position  for  obtaining  height: 

- stcind  as  straight  as  possible 

- stand  with  heels  together  and  buttocks  and  head  against 
measuring  stick 

head  erect  and  looking  straight  cihead 


If  you  are  unedsle  to  score  XlJtff,  regtudy 
Resource  #l~eind'  #3  ana  repeat  the  Knowledge  Self  Check. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNIT  90 

Reviewing  Reports  and  Forms 
Job  Context:  Writing  Other  Reports  and  Forms 
Communication  Skills:  Following  Directions;  Reading  Comprehension 
Objectives: 

• review  categories  on  forms  and  charts 

• follow  directions  to  complete  forms 

• practice  reading  forms 

• improve  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

In  addition  to  keeping  notes  and  logs  and  filling  out  Incident  Reports,  there  are  many  other 
reports  and  forms  that  need  to  be  completed  by  Direct  Care  Workers.  This  unit  will  review  a 
few  of  those  forms. 


Learning  Activities 


Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  it  and  Unit  tt  (Theme 
Area  10,  Unit  90).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity 

Supplementing  this  unit  are  samples  of  forms  that  Direct  Care  Workers  complete.  Study 
the  forms.  Then  answer  the  questions  on  the  worksheet  that  follows. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheet  from  the  Learning  Activity 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or 
I you  may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour 
[session  is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  10,  UNIT  90 


SUPPLEMENT 


Form  AHR  171  (M3) 


(' 


C 


PE 

State  of  New  Ybfit ' 

RESIDENT  NAME: 

■RSONAL  ALLOWANCE  ACCOUNT 

1 crtr^cD  t^Aan 

MANAGER  NAME: 

DATE: 

LcULicri  OMnU 

NOTES: 

% 

DATE 

EXPLANATION 

DEPOSITS 

WITHDRAWALS 

BALAN 

VERIRCATION 

CE 

MANAGER 

RESIDENT 

BALANCE  FORWARD 

- 

/ 

/ 

* (Olfiee  ot  Alcohoiistn  and  Sutatanca  Abusa  Sarvicas  - Otfiea  of  Mantat  Haaitft  - Oftiea  of  Mantai  Ratardation  and  Davaiopmantat  DisabHitfas) 


o 

ERIC 


BEST  COPY  AVAILABLl 


WEST  SENECA  DEVELOPMENTAL  DISABILITIES  SERVICES  OFFICE 
USE  OF  RESTRICTIVE  TECIINIQULS  AND  TIME  OUT 


west  i>enecd  uuou 
Weekly  Transportation  Log 


RECORD  THE  NAME  AND  TADS  ID  NUMBER  OF  EACH  INDIVIDUAL  TRANSPORTED.  IF  TWO  INDIVIDUALS 
ARE  TRANSPORTED  AT  THE  SAME  TIME.  TRANSPORTATION  SERVICES  .ARE  TO  BE  RECORDED  FOR  EACH 
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Evacuation  Report 


I.  STAMP: 

II.  A.  STAFF 

a.  

b.  

c.  


DATE: TIME:  (AH/PH) 

SHIFT:  DAY  AFTERNOON NIGHT 


CLIENT 

LOCATION 

EXIT 

TIME 

CLIENT 

LOCATION 

EXIT 

TIME 

1. 

8. 

2. 

9. 

3.  1 

16. 

4. 

11.  1 

5. 

12. 

6. 

13. 

T. ^ 

14. 

1 

C.  TOTAL  TIME  FOR  EVACUATION: 


III.  Was  this  a planned  fire  drill?  YES NO If  no,  explain: 


IV.  Staff  Actions: 


Problems  Encountered: 


EMPLOYEE  IN  CHARGE: 
VI.  FOLLOW-UP:  


CRD: 


C.R.  COORD.: 


DOSO  MISC.  #49  (REV.  2/88) 


TEAM  MGR: 

PSYCHOLOGIST: 


#42 


FIRE~EVAClJATION  REPORT  INSTRUCT  lUNS 


Complete  in  duplicate. 

CRD  send  original  to  SOCR  Coordinator. 

Keep  the  copy  on-site  until  a completed  copy  is  returned  by  the  Team  Manager. 

I.  Complete  a11  blanks.  Use  residence  stamp  for  address. 

Circle  AM  or  PM.  Check  to  indicate  shift. 

In  case  of  unplanned  fire  evacuation: 

a.  List  staff  as  II  a. 

b.  List  all  clients  who  live  in  home  and  location.  If  known  Ho  not  complete 
individual  evacuation  time. 

c.  Complete  C total  time  of  evacuation  only. 

d.  Complete  V and  VI  as  apply  to  unplanned  evacuation. 

In  case  of  planned  fire  drill: 

II.  List  first  initial  and  last  name  of  staff  and  clients. 

a.  List  staff  according  to  assignment  from  Staff  Evacuation  Procedures  Addendum 
on  lines  A,  B,  C. 

List  all  other  staff  who  were  present  on  additional  lines. 

b.  List  all  clients  who  live  in  home. 

If  the  client  was  away  from  the  home,  note  that. 

Note  the  exit  used  by  each  client  using  the  code  for  each  exit  from  the  Fire 
Emergency  Plan.  If  clients  were  evacuated  from  one  zone  to  another,  indicate 
the  zone.  If  clients  took  refuge,  indicate  where. 

Record  each  client's  exit  time,  accurate  to  the  next  higher  half-minute. 

(There  may  be  special  instructions  for  specific  homes) 

If  location  or  time  to  exit  are  not  known,  write  UK  (unknown). 

c.  Total  time  for  evacuation  is  the  length  of  time  it  took  for  the  last  person  to 

- — ■ exit  from  the  building. 

III.  Enter  a checkmark  to  indicate  if  this  was  a planned  fire  drill  or  not. 

If  not,  explain  how  and  where  the  alarm  was  set  off,  e.g.  "burning  toast  set  off 
detector  in  kitchen",  “pulled  box  iri  upstairs  hallway",  or  "unknown",  "detector 
in  bedroom".  Clearly  indicate  if  this  was  a real  fire. 

IV.  Describe  the  actions  of  the  staff  members  during  the  evacuation,  including  who 
assisted  clients,  contained  or  extinguished  the  fire,  supervised  at  the  safety 
area.  Include  whether  the  Fire  Department  was  called  or  not,  and  if  they  responded. 
Note  whether  or  not  the  staff  performed  their  duties  according  to  the  Fire  Emergency 
Plan.  When  fire  is  simulated,  describe  method  used  and  location.  In  homes  with 
zones,  describe  staff's  action  to  complete  progressive  evacuation. 


V.  Fully  describe  any  problems  with  alarm  systems,  fire  fighting  equipment;  any  client 
who  resisted,  failed  to  exit,  failed  to  participate  or  failed  to  stay  at  the  safety 
area . 


Describe  performance  of  clients  whose  Need  for  Assistance  differed  from  the  Fire 
Emergency  Plan. 

Clients  may  be  identified  by  the  number  from  II  b.  above. 


VI.  The  SOCR  Coordinator  should  describe  any  subseqtient  action  taken 

or  planned  to  deal  with  problems  encountered  or  to  improve  tne  pertonnance.  The 
Team  Manager  may  add  further  recommendations. 


PLEASE  NOTE  - ALL  SIGNATURES  SHOULD  BE  IN  FULL, 

DISTRIBUTION:  Safety  Office 

copies  - Residence 

Psychologist  (optional) 


INCLUDING  TITLE  & DATE  - PSYCHOLOGIST 
SIGNATURE  IS  OPTIONAL 


best  COPY  AVAILABLE 


o 

ERIC 


605 


643 


THEME  AREA  10,  UNIT  90 


Worksheet 


• Personal  Allowance  Account  Ledger  Card 

1.  What  is  the  purpose  of  this  form? 


2.  What  would  you  put  in  the  explanation  column? 


• Use  of  Restrictive  Techniques  and  Time  Out 

3.  What  is  the  purpose  of  this  form? 


4.  Where  would  you  find  the  SCIP/T.O.  codes  for  column  4? 


5.  You  enter  "yes"  in  the  emergency  use  box  if  there  is  no  approved  goal  in  place  for  using 
the  technique  of  time  out.  You  also  have  to  fill  out  a 147  G)  Incident  Report  for 
emergency  use.  Why? 


• Weekly  Transportation  Log 

6.  What  is  the  purpose  of  this  form? 


Use  the  Instruction  Sheet  for  the  Weekly  Transportation  Log  to  answer  the  following 
questions: 

7.  What  is  meant  by  keeping  the  logs  filed  chronologically? 


8.  How  do  you  record  three  individuals  traveling  together? 


607 


9.  What  code  do  you  use  for  medical  transportation  for  individuals  who  reside  in  SOCR? 


10.  What  does  this  transportation  code  mean:  TRMHT? 


• Fire  Evacuation  Report 

1 1 .  What  is  the  purpose  of  this  form? 


Use  the  Fire  Evacuation  Report  Instructions  to  answer  the  following  questions: 

12.  In  Section  IIB,  you  list  the  clients  who  live  in  the  home.  What  columns  would  you  leave 
blank  if  it  was  an  unplarmed  fire  evacuation? 
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13.  Where  would  you  find  the  code  for  each  exit  for  column  3 of  IIB? 


14.  What  is  the  most  important  instruction  in  Section  III? 


15.  Why  do  you  think  you  are  asked  to  describe  problems  encountered? 


609 


647 


o 

ERIC 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNIT  91 

Completing  Personnel  Forms 
Job  Context:  Writing  Other  Reports  and  Forms 

Communication  Skills:  Following  Directions;  Writing  Skills;  Reading  Comprehension 
Objectives: 

• review  categories  on  forms  and  charts 

• follow  directions  to  complete  forms 

• practice  reading  forms 

• improve  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

So  far,  you've  reviewed  how  to  fill  out  notes,  logs.  Incident  Reports,  and  other  reports  and 
forms  that  need  to  be  completed  by  Direct  Care  Workers. 

In  addition  to  forms  you  complete  to  keep  a record  of  the  individuals  you  work  with. 

Direct  Care  Workers  are  required  to  keep  forms  connected  to  their  own  job  such  as  attendance 
records,  persormel  forms,  and  reimbursement  vouchers.  This  unit  will  review  a few  of  those 
forms. 


Learning  Activities 

Some  of  these  Learning  Activities  ask  for  your  personal  opinions  or  experiences.  Any 
information  you  give  will  be  kept  confidential. 

Learning  Activity  1 

Supplement  1 to  this  unit  is  an  excerpt  ft-om  the  OMRDD  Monroe  Developmental  Center 
Time  and  Attendance  Rules  Booklet,  describing  time,  attendance,  and  accrual  procedures. 
Following  the  document  are  three  forms:  the  Daily  Attendance  Record;  the  Time  and  Accrual 
Record;  and  the  Holiday  Pay  Record.  Study  the  document  and  the  forms.  Then  answer  the 
questions  on  the  worksheet  that  follows. 


Learning  Activity  2 

Four  additional  forms  are  included  as  part  of  Supplement  2.  Review  these  forms.  Then 
answer  the  questions  on  the  worksheet  that  follows. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheets  from  Learning  Activities  1 and  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  10,  Unit  91 
Supplement  I 


Revised  Edition 
19  39 


MONROE  DEVELOPMENTAL  CENTER 


Time  ^ Attendance  and  Accrual  Procedures 


For  the  benefit  of  the  Center  staffs  here  are  the  basic  time^' 
attendance#  and  accrual  policies  set  forth  in  State  rules  and 
regulations  as  well  as  labor  organization  agreements.  Hours  of  work, 
signing  in  and  out,  tardiness,  overtime,  lost  time  without  pay,  and 
leaves  are  among  the  subjects  discussed.  The  policies  noted  broadly 
outline  important  Center  procedures  and  for  additional  information  the 
employee  is  referred  to  the  Center’s  Human  Resource  Management  Office 

(Personnel)* 


I.  Hours  of  Work 

A)  Non-Shift  Personnel 

Title  Hrs/Wk 

Physicians  40 

Office/Clericals  21  1/2 

All  Other  4 0 


Shift 


8;30-5;00 

8:30-4:30/ 

8:30-5:00 

8 : 30-5 ; 00 


3)  Shift  Personnel  ( RN * s # LPN's#  MHTA * s # etc.) 


Day  Shift 
Evening  Shift 
Night  Shift 


40 

7:00-  3:30 

40 

3:20-11:20 

40 

.11:10-  7:10 

Meal  Break 

1/2  hour 

1/2  hour 
1 hour 

1/2  hour 
1/2  hour 


♦Shift  times  may  vary  slightly  to  accommodate  staffing 
needs • 


C)  Change  of  Official  Working  Hours 


All  changes  in  working  hours  and  work  schedules 
initiated  by  management  must  be  accomplished  in  accordance  with  the 
applicable  provisions  of  negotiated  agreements  and  with  rules  and 
regulations  promulgated  by  the  Department  of  Civil  Service  and  the 
Division  of  the  Budget* 


Employee  requests  for  change  in  the  work  schedule# 
starting  time  or  quitting  time  must  be  submitted  in  writing  to  the 
Unit  Administrator  or  Department  Head,  who  will  forward  all  approved 
requests  to  the  facility  Director  for  final  review  and  approval.  A 
copy  of  the  request  with  a record  of  approval  or  disapproval  shall  be 
filed  in  the  Human  Resource  Management  Office. 
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D)  Meal  Breaks  are  Unpaid  . 

For  the  evening  and  night  shifts’,  and  Commanity  <3irect  ^ 
care  positions,  no  meal  breaks  are  allowed.  Employees  must  remain  on 
duty  at  all  times,  fully  responsible  for  the  clients  under  their  care. 
However,  employees  are  allowed  to  eat  whenever  possible  on  the  units 
or  in  the  work  area. 

E)  EACH  EMPLOYEE  IS  RESPONSIBLE  FOR  INSURING  THAT  HIS/HER 

TIME  AND  ATTENDANCE  SHEET  IS  ACCURATELY  KEPT. 

The  T & A sheet  will  indicate  time  worked,  leave  credits 
earned,  and  leave  credits  used.  If  they  desire,  PS&T  employees  may 
keep  their  own  T & .A  sheets;  employees  in  other  bargaining  units  will 
.have  the  T & A sheet  kept  by  the  supervisor  responsible  for  approving 
the  completed  sheet.  In  either  case,  both  the  employee  and  the 
supervisor  will  review  the  T & A sheet  before  it  is  signed  and 
forwarded  to  the  Human  Resource  Management  Office. 


1 1 . Sign  I n and  Ou  t Procedure  s 

A)  All  employees  except  PS&T  must  sign  "in'*  and  "out",  at 
the  time  of  arrival  and  departure,  on  the  Daily  Attendance  Record, 

Form  MDC  163  in  the  work  location  designated  for  this  purpose.  Staff 
eligible  for  overtime  must  indicate  actual  arrival  and  departure 
times.  Overtime  ineligible  employees  are  not  required  to  record 
actual  arrival  and  departure  times,  but  must  record  time  worked  on 
Time  and  Accrual  record. 

At  the  start  of  each  shift,  the  "sign  in"  sheets  for  all 
employees  are  to  be  redlined  by  the  supervisor.  Anyone  signing  in 
aft.er  the  redline  will  be  considered  late. 


III.  Call  I n Procedures 

A)  When  an  employee  determines  that  he/she  is  not  able  to- 
be  at  work  on  time,  he/she  must  personally  CALL  IN.  If  a shift 
employee  will  be  late  or  absent,  he/she  must  call  in  at  least  one  (1) 
hour  before  the  start  of  the  shift  to  allow  the  supervisor  time  to 
provide  for  adequate  coverage.  If  the  supervisor  cannot  be  reached, 
the  employee  should  leave  a message  with  someone  on  the  unit. 

Non-shift  employees  are  required  to  call  in  no  later  than  two  (2) 
hours  after  the  start  of  the  shift.  An  employee  who  fails  to-  call  in. 
or  who  calls  in  after  the  time  limits  specified  above  may  receive  lost 
time  for  that  day. 

I Y . Tardiness 

A)  Tardiness  is  being  lat’e  for  work.  Dis  c i p 1 inary-  act  ion 
may  be  taken  against  an  employee  who*  develops  a pattern  of  lateness 
for  work  or  who  is  excessively  tardy  on  one  or  more  occasions. 


• C.\'X 

BEST  COPY  AVAILABLE  651 


IV. 


Ta  rd : ne s s ( con  * t ) ■ • ■ 

B)  Lost  time  resulting  from  the  first  tardiness  in  a 
bi-weekly  pay  period  may  be  made  up  within  the  same  bi-weekly  pay 
period  the  tardiness  occurred;  make-up  time  should  equal  the  actual 
amount  of  time  that  the  employee  was  tardy.  Make-up  time  for 
tardiness  should  not  be  permitted  if  when  added  to  other  work  time  .and 
paid  leaver  it  would  result  in  more  than  40  hours  being  worked  in  any 
Thursday  through  Wednesday  work  week  in  that  bi-weekly  pay  period. 

The  total  amount  of  time  away  from  work  because  of  tardiness#  if  hot 
made  up#  or  charged  to  lost  time#  must  be  charged  as  follows:  to 

compensatory  overtime  credits  (applicable  only  to  personnel  whose  work 
week  is  fixed  at  37  1/2  hours  by  the  Director  of  Budget)#  to  vacation 

credits  and  to  personal  leave  in  that  order  computed  to  the  next 
higher  quarter  hour. 

C)  . In  the  event  that  an  Institutional  Services  Unit 
employee  reports  for  duty  fifteen  or  more  minutes  late  without  prior 
■notification#  the  employee's  supervisor  will  implement  the  following 
^procedures: 

If  an  employee  has  been  assigned  to  work  overtime 
and  that  employee  agrees#  he/she. will  be  released 
from  the  overtime  assignment. 

If  the  employee  on  overtime  decides  to  complete  the 
f u 1 1 sh i f t : ■ 

a)  Allow  the  tardy  employee  to  work  providing  that 
his/her  services  would  not  exceed  minimum' on 
that  unit  or  paired  unit#  or 

b)  Send  the  tardy  employee  off  duty. 

3)  If.it  is  determined  that  the  tardy  employee  is  to  be 
sent  off  duty#  he/she  may#  at  the  supervisor's 
option#  be  allowed  to  use  all  accruals  (other  than 
sick  leave)  to  cover  the  absence* 


V.  Ove  r t ime  and  Overt i me  Rosters  * 

A)  All  employees  are  eligible  for  overtime  payment  except 
those  in  grades  23  and  above.  Overtime  work  beyond  forty  (40)  hours# 
J.n  a Thursday  through  Wed  work  week#  must  be  compensated  in  cash  at 
time  and  one-half  rates*  Overtime  worked  must  be  submitted  by  the 
appropriate  supervisor  on  the  established  forms  in  accordance  with 
time  frames  established  by  the  HRMO  and  Payroll  Offices*  Eligible 
employees#  who  work  over  forty  (40)  hours  per  week#  will  receive 
overtime  pay* 

B)  Assignment  of  overtime  shall  be  based  on  an  overtime 
roster  established  in  each  appropriate  work  area*  There  will  be  one 
(1)  overtime  roster*  All  full  time  employees  at  each  work  location 
shall  be  listed  in  order  of  contractural  seniority  in  State  Service  as 
defined  in  the  respective  contract  agreements* 
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V.  0 V e r t i m e a ri  d Over  time  Rost.er8*  (con*t) 

* ' * * 

B ) ( con  * t ) ^ . 

When  overtime  is  necessary,  this  roster  is  canvassed  from  top  to 
bottom  for  a volunteer.  When  an  employee  works • overtime  his/her  name 
then  goes  to  the  bottom  of  the  roster.  Those  employees  hot  on  duty  at 
^he  time  of  canvassing  or  who  refuse  voluntary  overtime  retain  their 
place  on  the  roster.  If  there  are  not  sufficient  volunteers,  the  list 
will  then  be  canvassed,  in  the  same  orders  on  a mandatory  basis. 
Refusal  of  mandatory  overtime  may  be  grounds  for  disciplinary  action. 
All  full  time  employees  are  required  to  work  mandatory  overtime. 

Those  employees  who  are  on  duty^  but  whose  next  scheduled  day  is  a 
passday  or  authorized  leave  day,  generally  shall  not  be  required  to 
work  overtime.  Employees  are  not  to  work  more  than  sixteen  continuous 
hours  at  any  time  unless  a "State  of  Emergency"  is  declared  by  the 
D i r e c 1 9 r . ' 


VI.  Comoe ns  a t o rv  Time 

A)  Office  and  clerical  employees  whose  work  week  is  fixed 
at  thirty-seven  and  one  half  (37  1/2)  hours  by  the  Director  of  Budget, 
and  who  may  be  required  to  work  overtime,  shall  accrue  compensatory 
time  for  the  first  two  and  one  half  (2  1/2)  hours  of  overtime  work 
performed  in  the  Thursday  through  Wednesday  work  week. 

B)  Employees  in  Grade  23  and  above  are  not  entitled  to  any 
additional  compensat ion--cash,  compensatory  time  or  overtime 
credits--for  work  beyond  forty  (40)  hours  in  a work  week,  or  work 
performed  on  passdays.  In  certain  cases  where  staffing  and  coverage 
requirements  allow,  management  may,  at  its  discretion,  approve  a work 
schedule  adjustment. 

Time  and  Accrue  1 Record  (Refer  to  Addendum  B - Sample  Form 

21*  Bus  and  Instructions) 

An  employees',  record  of  time  worked  and  appropriate  leave 
credits  will  be  kept  on  Form  21-BUS,  "Time  and  Accrual  Record" 
(hereafter  referred  to  as  T & A sheet).  Each & A sheet  covers  two 
(2)  payroll  periods,  a total  of  four  (4)  weeks.  All  information  on 
the  T & A sheets  are  to  be  kept  in  hours . When  reference  is  made 
throughout  the  booklet  of  the  number  of  "days"  of  leave  a person  earns 
or  can  accumulate^  it  should  be  calculated  into  the  appropriate  number 
of  hours  according  to  the  eaployee*s  title: 

e.g.:  Physicians 8 hours  = 1 day 

Administrative  Services.. .7  1/2  hours  = 1 day 

All  Others 8 hours  = 1 day 

Part-time . • Prorated  to  amount  of  time  actually  worked 
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VIII.  Leaves  with  Pay 

A) ?assdays  '■ 

All  full-tiae  employees  generally  are  entitled  to  two 
(2)  consecutive  passdays  out  of  seven  calendar  days.  

B)  Holidays  ^ 

Every  full-time  employee  is  entitled  to  observe  the 
following  twelve  (12)  holidays:  New  Year’s  Day^  Dr.  Martin  Luther 

King  Day..  Lincoln’s  Birthday.  Washington’s  Birthday..  Memorial  Day.. 
Independence  Day..  Labor  Day--  Columbus  Day..  Election  Day..  Veteran’s 
Day..  Thanksgiving  Day.,  and  Christmas  Day.  The  State  nay  designate  up 
to  two  (2)  of  these  holidays  per  year  as  floating  holidays.  If  a 
holiday  falls  on  an  employee’s  passday..  he/she  is  entitled  to 
compensatory  holiday  time.  Compensatory  time  off  in  lieu  of  holidays 
earned  are  recorded  in  a separate  leave  category  known  as  ’’Holiday 
Leave”.  There  is  no  maximum  number  of  days  that  can  be  accumulated; 
however.,  no  authorization  exists  to  compensate  employees  in  cash  for 
unliquidated  holiday  leave  upon  separation  from  State  service. 

Floating  holidays  should  be  placed  in  a separate  ’’floating  holiday” 
category  on  the  T & A sheet  and  must  be  used  as  a full-day  unit  within 
•one  year  from  the  date  accrued.  Part-time  employees  will  observe  a 
holiday  if  it  falls  on  one  of  their  scheduled  work  days.,  or  if  they 
actually  work  the  holiday.  No  more  than  a standard  eight  (8)  or  seven 
and  one-half  (7  l/2)hour  work  day  may  be  observed. 

Employees  receive  pay  for  holiday  worked  unless  the  employee  has 
signed  a holiday  waiver  in  which  he/she  ’’waives”  or  gives  up  the  right 
to  be  paid  extra  pay  for  working  on  a holiday.  Instead.,  he/she  is 
granted  compensatory  time  off.  An  employee  can  change  his/her 
eligibility  for  holiday  pay-by  notifying  the  Human  Kesuurce  Management. 
Office  during  the  period  April  1 through  May  15  of  each  year. 

An  eligible  veteran  who.  receives  holiday  pay  for  working  on  Memorial 
Day  or  Veterans’  Day  is  also  entitled  to  compensatory  time  off  with 
pay-as  provided  by  Section  63  of  the  Public.  Officers  Law.  An  eligible 
former  reservist  who  receives  holiday  pay  for  working  Independence  Day 
Is  ^ 1 3 o entitled  to  compensatory  time  off  with  pay  as  provided  by 
Section  249  of  the  Military  Law.  If  the  employee  has  waived  holiday 
pay,  the  employee  is  entitled  to  compensatory  time  off  for  time  worked 
on  the  holiday  in  lieu  of  such  holiday  pay  and  is  not  ent i t 1 ed  to  a 
second  day  of  compensatory  time  off.  In  the  one  case.,  both  holiday 
pay  and  compensatory  time  off  must  be  granted--in  the  other  case.,  only 
the  one  day  of  compensatory  time  off  may  be  allowed. 


C )  Vacations 

1)  Vacation  time  must  be  approved  in  advance  by  the 
employee's  supervisor  using  form  69  ADM.  New  state  employees  will  be 
credited  with  six  and  one-half  (6  1/2)  days  vacation  upon  completion 

of  thirteen  (13)  pay  periods  of  service  without  a break. 
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MDC 

168 

1. 

Enter: 

2. 

Enter; 

3. 

Enter: 

4 

^ m 

Enter ; 

MONROE  DEVELOPMENTAL  CENTER 
DAILY  ATTENDANCE  RECORD 

duty. 

J!!  from  lunch  or  reassignment. 

M ”epMiure!”*'“*  ““  "®“  «vailable  li.ne  at  time 


t-'nit/Section: 

Service/Dept:  ■ 

Supervisor's  Signature  indicates 


Date : 

Shift:  D E 

verification  of  complete  form: 
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BUS21MDDS0  (6/94) 


TIME  AND  ACCRUAL  RECORD 


Name  (Last.  First,  M.I.) 


Title 


Salary  Grade 


Item  No. 


Normal  Work  Week 
D 40  Hours  Dother 
□ 37.5  Hours  


Normal  Starting  and 
Quitting  Time 


Work  Location 


Anniversary  Date 


Vacation 


Personal  Leave 


□osu  Dps&t  dsec  Dm/c 

NYS  Qual. 

M/C  IPP 

Holiday  Time  Worked 

For  Period  Ending  \ 

Vet  □ 

YesQ 

□Pay 

(Show  last  dale) 

Non  Vet  Q 

Non 

QCompensatory  Time 

Negotiating  Unit 


DATES 

PRESENT 

ABSENT 

REMARKS 

Day 

Mo. 

Day 

Reg. 

/e.i: 

Shift 

Pass 

Day 

Comp 

O.T. 

HolL 

day 

Vaca- 

tion 

Sick 

Leave 

Pers. 

Leave 

LW. 

O.P. 

LW. 

P. 

S.L 

Half  Pay 

FMLA 

VR  j 
WS  ' 

1 

i 

i 

i 

Thurs. 

j 

Fri. 

1 

Sat. 

1 

Sun. 

i 

Mon. 

i 

Tues. 

1 

1 

Wed. 

j 

! 

fcTOTAL 

1 

Thurs. 

' 1 

1 

Fri. 

1 

Sat. 

Sun. 

1 

Mon. 

1 

Tues. 



Wed. 

1 

^rOTAli 

( 

Thurs. 

i 

Fri. 

1 

Sat 

Sun. 

Mon. 

Tues. 

! 

Wed. 

! 

TOTAL 

fexx 

Thurs. 

i 

, Fri. 

Sat. 

i 

Sun. 

Mon. 

i 

Tues. 

i 

1 

Wed. 

i 

1 

i 

mimf 

1S0^ 

GRAND  TOTALS 

ACCRUAL  SUMMARY 


Balance  brought  forward 


Accruals  used  ( - ) 


Comp 

O.T. 


Fi.Hol. 


HolL 

days 


Vaca- 

tion 


Sick 

Leave 


Pers. 

Leave 


FMLA 


VR 

WS 


Paid  Overtime 


WortBwm  Comn.  L— w 


SUMMARY 


Total 

Matary  Leawe  Used 


T>npar. 


YTD 


Fam.  Sick  Leave  Used 


Tbiapar. 


YTD 


Subtotal 


Nadem:  Tha  aatBemlnntHirjatimof'^ntrlm¥mmeenmt»mMofmtoindai9. 


Bonus  Vacation/Sick  ( * ) 


XXX 


XXX 


XXX 


XXX 


XXX 


XXX 


EMPUTYS^  SXMATURE 


DATE 


Accruals  earned  ( **> ) 


APPROVE  SUPERVISOirS  SX>4ATliRE 


DATE 


Ending  Balance 


Audit  Block 
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BEST  COPY  AVAILABLE 
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INSTRUCTIONS 
HOLIDAY  PAY  REPORT 


Each  program  shall  submit  the  Holiday  Pay  Report  by  day  by  shift,  "in 
duplicate  with  carbon  intact,  to  the  Personnel  Office  by  close  of  business  ' 

on  the  Friday  following  the  last  day  of  the  pay  period  when  Holiday  Pay  "is  

to  be  paid.  Sign  In/Sign  Out  Sheets  for  that  pay  period  or  approved 
photostats  of  TfiA  for  PS&T  employees  must  be  submitted  with  the  Holiday  Pay 
Reports.  A separate  form  must  be  submitted  for  each  date  and  each  shift. 

If  shift  \rorked  is  not  the  employee's  regular  scheduled  hours,  the  employee 
is  not  eligible  for  Holiday  Pay,  but  is  eligible  for  overtime  for  hours 
worked  in  excess  of  40  hours.  (See  Business  Office  Policy  13.12.2.) 

Employees  must  be  eligible  for  Holiday  Pay  in  accordance  with  their  Union 
Contract.  Employees  must  have  worked  the  holiday  to  receive  Holiday  Pay. 

A.  Agency  - Check  one 

B.  URC  Name  - Enter  the  name  of  the  URC  Code  vdiere  the  holiday  was  worked. 

Date  of  Holiday  - Enter  the  date  the  holiday  was  worked. 

D.  Name  - Enter  employee's  name. 

E.  Item  - Enter  employee's  five  digit  item  number. 

Social  Security  if  — Enter  employee's  social  security  number. 

£ of  Hours  To  Be  Paid  - Indicate  the  number  of  hours  to  be  paid. 

(The  smallest  part  of  an  hour  to  be  paid  is  ^.) 

H.  URC  Code  — Enter  the  proper  URC  Code  for  the  location  where  the  holiday 
was  actually  worked. 

Shift  of  Holiday  - Indicate  (1)  for  Nights,  (2)  for  Days,  or 
(3)  for  Evenings, 

Holiday  Code  - Reason  for  holiday  pay  - enter  the  corresponding  code  for 
the  reason  which  caused  holiday  pay. 

a.  Scheduled  absence  — vacations,  pass  days,  educational  leaves,  etc. 

b.  Unscheduled  absence  - sickness,  no  call/no  show,  etc, 

c.  Lateness  of  incoming  staff  - for  any  reason,  including  storm  or 
snow  emergency . 

d.  Maintenance  of  Minimum  Staffing  — because  of  staff  shortage  caused 
by  retirement,  vacant  items,  or  any  other  reason;  employee  injured 
on  duty,  to  provide  min i mum  nursing  coverage  or  to  insure  coverage 
by  male  MHTA. 

j . Other  - ..  . .. 

k.  Regularly  scheduled 

Actual  Holiday  Hours  — Indicate  the  time  the  employee's  holiday  shift 
began  and  the  time  ended. 

The  duplicate  copies  of  Holiday  Reports  shall  be  returned  to  each  supervisor 
after  processing  by  the  Payroll  Department.  These  documents  should  be 
maintained  on  file  for  a minimum  of  three  months  to  respond  to  employee's 
questions  regarding  their  holiday  pa3ments. 

Holiday  pay  rejected  as  the  result  of  the  Personnel  Office  audit  should 
be  resubmitted  with  the  necessary  documentation  or  corrections  as  soon  as 
possible.  These  reports  resubmitted  should  be  marked  "Resubmittal . " 
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BEST  COPY  AVAILABLE 


THEME  AREA  10,  UNIT  91 


Supplement  1 
Worksheet 


1.  How  many  hours  do  shift  personnel  work? 


2.  Why  do  staff  eligible  for  overtime  have  to  record  actual  arrival  and  departure  time  while 
those  who  aren't  eligible  are  not  required  to  do  so? 


3.  How  do  they  determine  that  a worker  is  tardy? 


4.  How  can  tardiness  be  made  up? 


5.  What  is  the  purpose  of  the  Time  and  Accrual  Record? 


6.  What  time  unit  is  used  for  record-keeping  on  the  T & A form? 


7.  How  would  an  employee  use  the  accrual  summary  section  at  the  bottom  left  hand  comer  of 
this  form? 


8.  What  is  compensatory  holiday  time  and  how  is  it  recorded? 


9.  Instead  of  pay,  what  compensation  can  an  employee  get  for  holiday  work? 
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10. 


If  an  employee  works  on  a holiday  that  is  not  his  or  her  regularly  scheduled  hours,  would 
he  or  she  be  eligible  for  holiday  pay? 
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1 i Originating  Agency 
Payment  Date 


OIMIH 

OF 

JiEW  YORK 


TRAVEL  VOUCHER 


Ong.  Agency  Code 


Interest  Eligible  (Y/N) 



Voucher  No. 


2 I Payee  ID 
^ r Payee  Name  (Laati 


(MM)  {00)  (YY) 

/ / 

I Additional 


OSC  Use  Only 
Zip  Code 


Liability  Date 


(MM)  (DO)  (YY) 
/ • / 


i Route 


Payee  Amount 


MIR  Date  (MM/DD/YY) 


(FI) 

SI 

Pl 

(Ml) 

T 

p 

(Suffix) 

IRS  Code 

1 

c| 

t- 1 

c 

L 

IRS  Amount 


Agency  Use  Only 
4 I Negotiating  Unit 


StaL  Type  | Statistic 


6 I Destination  (tnctude  County) 
7 1 Purpose  of  Travel: 


Travel  Advance  No  □ Yes  □ 
Amount:  S 


lndicator>Oept. 


Continuous  Q 


Ref/Inv.  No.  (Limit  to  14  additional  spaces) 

TRAVEL 


indicator>Statewide 


Ref/Inv.  Date  (MM)  (00)  (YY) 

/ / 


Date  and  Time  of  Departure: ' 


AM 

PM 


9 i Date  and  Time  of  Return: 


AM 


Mode  of  Transportation: 


111 

Transportation  Reques 
# 

Usee 

JL. 

: 

*4o  □ Yes 

□ 

# 

n2J  Lodging  Request  Used:  No  □ Yes  □ 

r# # 

44^ 

Sub 
Vo.  No. 

AMOUNT 

1 

1 

251 

Davs@$ 

per  day  •$ 

Total  * S 



I 

Oays@S 

per  day  « S 

Total  • S 

Amourrt  of  Lodging  Request 

1 

1 

51  Meals  Only: 

Breakfasts  @ $ 

Dinners  (§>  $ 

1 

1 

Breakfasts  @ S 

Dinners  ® S 

1 

1 

ibl  ""'scwwneous  expenses/EzplanatJons: 

1 

1 

IZJ* 

C160 

miles® 

C per  mile 

1 

1 

PAYEFS  CERTIRCATION 

I hereby  certify  that  the  above  account  and  schedules  annexed  are  just  true  and  correct;  that  no  part  thereof 
has  been  paid,  except  as  stated  therein,  and  that  the  balance  therein  stated  is  actually  due  and  owing,  and 

VOUCHER  1 

TOTAL 

1 

1 

1 

u.«.u.o  ai.H^unu,  oaimea  were  necessary  and  incurred  In  the  performance  of  my ; 

authorized  official  duties. 

STATE  COMPTROLLER’S  PRE-AUDIT 

Offioal 

Station 

Official  Title 

lUf 

of  the 

Total  Amouni 

neni 

t 

Home 

/Address 

vsniiea 

City 

Dated 

IQ 

Par  AflMwyt#  PlftM 

OT 

OMWha  1 twA  * - 

SUPERVISOR'S  CERTIRCATION 

t ttw  dahnanfs  supeivisor.  certify  mat  mis  account  has  been  examined  and.  to  me  best  of  my  knowiedge  and 
tatef,  me  amounts  daimad  merem  were  necessary  for  the  portonnanco  of  me  daimanrs  autfionzed  offkaal 
dunes. 

By 

1 certify  that  this  dsfaii  is  comet  and  fust 
and  payment  Is  approved 

Authorized  Signature 

Signature  of  Supervisor 

Title 

Date 

Title 

Dept. 

Cost  Center  Code 
Cost  Center  Unit 

Var 

Yr 

Object 

Acc 

urn 

Amount 

Orig.  Agency 

PO/Contract 

Line 

F/P 

1 

■ “1 

1 

1 

1 

/ 

/ 

□ ChecK  if  Continuation 
tonri  is  attached. 
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BEST  COPY  AVAILABLE 


THE  TRAVEL  VOUCHER  : 


use  meTrave^ouchef  betaii  Sheet  AC  148. 


Item  1 


Enter  your  agenc/s  name,  and' your  agehcy'siive'gi’gi^^ 


Item  2 
Item  3 
Item  4 


Enter  your  Social  Security  Number  in.  the  "Payee  ID"  bioclT  (Required)” 


Enter  your  last  name,  first  and  middle  initials  and  suffix,  e.g.  Jr.,  Sr. 
Enter  your  Negotiating. (Bargaining)  Unit  Code.  ■ ■ ' ' 


Item  5 


Indicate  whether  you  have  been  issued  ah  advance.  If  yes.  indicate  amount. 'if  continuous 'cHeck' 
— continuous t3dx  also, .1 ' :: 


■1tem'6' 

"Item  7" 


"Enter  the  hamrbf  yourtraverdestinatidnn[cTlyndwh.  etc:).'TraTefer~nnustideWy'Cbmy'ofaes^^^ 

~Ehter  specific  pulpo's'e'bf  trip.  ~ . 


■|terns-8  & 9 If  more  than  one  trip, "list  eachWe  dh  AC  1'48  (not  hecessatylf  sRbWh'dh 

IternTO  Enter  principatmeans" of  1ranspOrtatiod7traTnt^'ij^tateT:ar,"etc^^  — " ~ — 

Items  1TY1 2 -Indicate-tyhether'ornot  a-trartspdVtation  r'equest  dr  lodging  requ'e'sl^i^^ 

request  number(s). 


an^expiain  the  entries  related  to  transportation  expenses.  (May  include  trainrbusrair.  t^retcX  ' 

14 Multiply  the  numberof  days  clairned  by  the  appropriate  per  diem  rateto_compj^te  the  total  per  diem  " 

^lowance.  Deduct  from  this  total  the  amount  of  any  lodging  request(sj  .us’ed  and  enter  the  net  fi'gure  in 
- --=r,.-r- r 1^®  amount  column;  (Space  is  provided  if  more  than  one  per  dierri  rate  |s  applied).  ■ 

Item  15  - —Eriter  all  meais-notfricluded  in  per  diem.  Space  is  provided  if  more  than  one  rate'is  used. 

Item  1 6..,  Ust  all  miscellaneous,  expenses  claimed  (telephone,’  parking,  etc.).  This  line  can  "also  be  used  for  further  ' 
explanation  of  any  item(s).  If  additional  space  is  needed  use  "Voucher  Detail  Sheet"  AC  148. 

II®  owned  vehicle  was  used  for  travel,  attach  a completed  AC  160.  Enter  the  total  mileage  from' 

. AC.160  on  voucher  line  17,  and  compute  mileage  allowance  entering  total  in  amount  column. 


NOTE; 


Use  AC  148  Voucher  Detal  Sheetonly  if  additional,  space  is  required  in  order  to  include  all  necessary 
information.  Any  amount  listed  on  AC  148  mustbe  summarized  in  pertinent  areas  on  AC  1.32 
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AC  148  (REV.  3«0) 


COMPTROLLER 
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CAR  POOL  SLIP 


DATE 

DRIVER  

DESTINATION  

CAR  POOL  PASSENGERS  (signatures  must  be  legible) 


Signature 

worx 

Number 

Signature 

Work 

Number 

Signature 

Worx 

i 1 ^ 

VT  ^ i ^ • 

siariauurs  worX  NumiDBr 


INSTRUCTIONS : 


This  form  should  be  completed  and  -signed  by  staff  who  -have  car 

pooled  for  a trip  for  which^  mileage  . reimbursemeiiu  -is.  being  .r • 

requested.  Please  * complete  a -separate- form  .for:  each -trip.-;  The 
completed  form  should  be  attached  -.to.  the  zT-revel  Voucher  when. .it 
submitted  for  payment.  ..  This  form  .may  be  used  in,  place,  of  a.:  . 
Non-Availability  slip  for  round  trip  distcinces  up  to  100  miles. 


IS 


BEST  COPY  AVAILABLE 

/ 
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employee  HAMEs 

current  work  LOCATION: 


WPLICSTIOH  TOR  TOSMJ  VRCMCt  OR  RRHCDAraD  VRCRKCT^' 
2in£  OF  POSITION  APPLIED  FORs 


WORK  LOCATION  OF  POSITION  APPLIED  FOR: 
POSTING  NUMBER: 


POSTING  REMOVAL  DATE: 


application  must  BE  COMPLETED 


CURRENT  TITLE 

item  number 

CURRENT  SHIFT 
WORK  PHONE  EXTENSION 
PASS  DAYS:^ 


for  each  POSTING 


at  location 


^ PREVIOUS  WORK  ASSIGNMENT: 
uate  started  assignment  on  / / ' * , 

' at  location 

HOME  ADDRESS: 


uotRT.  — (number  and  street) 
HOME  TELEPHONE  #: ' 


•««««« 


CURRENT  STATUS  (FULL  OR  PART): 


ARE  YOU  NOW,  OR  HAVE  YOU  EVER  WORKED  PART-TIME  IN  THE  PAST?, 

DATE  FIRST  APPOINTED  TO  STATE  SERVICE: / / 

DATE  APPOINTED  TO  CURRENT  TITLE  : / / 

'*°®'  «SIG»«E»T, 

uax:e  started  assignment  on 


_YES 


NO 


(tovm) 


(zip) 


Date  

-Successful  bidders  will  receive  a *•  Signature 

-un^uccse^ 



^Thank  you  for  your  interest 

position  at  this  tine,  you  ,i.y  apply1„r?u^S 

^^oT  S nSeSS'^i,  the 

it  was  found  that  the  suecA«5c-fio  reviewed  all  submissions  and 

best  suited  thTjeSTtSSSlft^SS^ »=®«nence 
apply  again  for  fuS^SSn^.  ='1““  feel  free  to 


Orig:  Posting  File 

Copy:  Employee 

WSDDSO-HRMO  86  (REV  9/94) 


/ 
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66 


Ri  F 


THEME  AREA  10,  UNIT  91 


SUPPLEMENT  2 


THEME  AREA  10,  UNIT  91 


Supplement  2 
Worksheet 


• Travel  Voucher 

1.  What  is  the  purpose  of  this  form? 


2.  What  information  would  you  have  to  know  to  complete  item  #14? 


3.  Which  item  would  be  Hlled  out  if  you  had  received  an  advance? 


4.  On  the  Instructions  for  Completing  the  Travel  Voucher,  which  item(s)  explain(s)  the 
purpose  of  a "Voucher  Detail  Sheet"  AC  148? 


5.  Can  the  "Voucher  Detail  Sheet"  AC  148  be  used  alone? 


• Car  Pool  Slip 

6.  What  is  the  purpose  of  this  form? 


7.  How  is  this  form  submitted? 


• Application  for  Posted  Vacancy  or  Anticipated  Vacancy 

8.  What  is  the  purpose  of  this  form? 
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9.  Why  do  you  think  only  minimal  information  is  asked  for  on  this  form? 


10.  Why  are  you  asked  not  to  write  below  the  line  at  the  bottom  of  the  page? 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  10 

Preview  of  Direct  Care  for  Transitional  Workers 
UNIT  92 

Writing  Notes  and  Narratives 


Job  Context:  Writing  Log  Entries 

Conununication  Skills:  Reading  Comprehension;  Writing  Skills;  Study  Skills;  Test-Taking 
Skills 

Objectives: 

• review  writing  notes  and  narratives 

• review  purpose  of  notes 

• relay  accurate,  precise  information  in  writing 

• use  correct  grammar  and  punctuation 

• practice  editing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #2 


Introduction 


In  this  unit  you  will  review  and  practice  writing  notes  and  narratives. 


Description  of  Videotape  Materials 

For  this  Learning  Activity  you  will  view  a videotape  segment  of  a Direct  Care  Worker, 
Joe,  reviewing  his  log  book.  You  will  also  see  an  occurrence  at  Gabby's  worksite  and  an 
interview  with  Gabby  about  what  happened.  The  segment  is  six  minutes  long. 

The  segment  is  on  Videotape  #2,  and  is  labeled  Segment  24\  It  begins  at  1:18:03. 

There  are  three  sections  in  this  segment.  In  Section  1 you  will  see  Joe  reviewing  his  log 
book.  This  section  begins  at  1:18:03  and  ends  at  1:18:42.  The  second  section  is  an 
occurrence  at  Gabby's  worksite.  It  begins  at  1:18:44  and  ends  at  1:23:59.  The  third  section 
is  an  interview  with  Gabby.  It  begins  at  1:24:00  and  ends  at  1:26:29. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  ff  and  Unit  it  (Theme 
Area  10,  Unit  92).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

In  Theme  Area  2 you  reviewed  how  to  write  notes  and  narratives.  Turn  back  to  Theme 
Area  2 and  refresh  your  memory  by  skimming  the  Study  Guide  and  your  work. 


Learning  Activity  2 

What  is  the  purpose  of  keeping  log  notes?  What  can  log  notes  be  used  for?  On  a sheet  of 
looseleaf  paper  jot  down  your  answers  to  these  questions. 


Learning  Activity  3 

View  Segment  24,  Section  1.  What  was  Joe's  purpose  in  reviewing  the  log  notes?  Write 
your  answer  on  your  looseleaf  paper.  Did  you  include  this  purpose  on  your  first  list? 


^ Courtesy  of  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  bureau  of 
Public  Affairs,  Copyright  1989,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities. 
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Learning  Activity  4 


View  Section  2.  When  you  are  finished  viewing  write  a Recall  List.  Rewind  the  tape  and 
view  Section  2 a second  time.  As  you  are  viewing  add  to  your  Recall  List  anything  that  you 
think  would  be  important  to  include  in  a note  on  this  occurrence. 


Learning  Activity  5 

Supplementing  this  unit  is  a blank  note  form.  Write  a note  about  this  occurrence  on  this 
form.  Refer  to  your  Recall  List  or  re- view  Section  2 as  needed.  Use  complete  sentences.  Be 
sure  to  edit  your  work. 


Learning  Activity  6 

View  Section  3.  How  would  you  describe  Rachael  based  on  the  information  Gabby  gives 
you?  Review  Section  3 and  take  notes.  Now,  on  a sheet  of  looseleaf  paper,  write  a 
description  of  Rachael. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 

Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  work  from  Learning  Activities  2,  3,  4,  5,  and  6 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  tinish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


Theme  Area  10,  Unit  S2^ 


Supplement 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  11 

Career-Related  College  and  Academic  Skills 
UNIT  93 

Reading  Comprehension 
Job  Context:  Preparation  for  PONSI  Course 

Communication  Skills:  Reading  Comprehension  - Using  Pre-Reading  Strategies 
Objectives: 

• comprehend  textual  material 

• locate  important  information  in  the  text 

• improve  comprehension  skills 

• introduce  a procedure  for  studying  text  materials 

• learn  techniques  for  skimming 

Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  and  practice  techniques  that  will  help  you  comprehend 
advanced-level  written  materials. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  tt  and  Unit  ft  (Theme 
Area  11,  Unit  93).  Head  each  part  of  yoiu  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

Supplement  1 to  this  unit  is  an  excerpt  from  a textbook  on  Positive  Approaches  to 
Behavior  Changes.  Look  at  this  text.  If  you  were  required  to  read  this  for  a course,  how 
would  you  start  reading  it?  On  a sheet  of  looseleaf  paper,  write  down  your  ideas. 


Learning  Activity  2 

There  are  many  ways  to  approach  written  material  to  make  it  easier  to  understand  what  you 
are  reading.  You  may  have  thought  of  them  in  the  last  Learning  Activity.  This  Learning 
Activity  and  the  ones  that  follow  will  review  some  techniques  for  helping  you  to  comprehend 
complex  material  better. 

The  reading  process  is  an  interaction  between  the  reader  and  the  author  of  the  text.  As  a 
reader  you  bring  your  own  prior  knowledge  to  what  you  are  reading.  This  helps  you 
understand  the  text  better.  It  is  helpful  before  begirming  to  read  a text  to  think  about  how 
much  you  know  about  the  topic  that  is  being  written  about.  That  way,  when  you  begin 
reading  you  will  have  some  thoughts  in  mind  that  will  help  cormect  what  you  are  reading  to 
what  you  know. 

One  method  of  brainstorming  how  much  you  know  about  a particular  topic  is  called 
"mapping. " With  mapping,  you  start  with  a broad  idea  and  then  use  geometric  shapes  to  show 
how  this  idea  relates  to  other  details. 

In  Supplement  2 is  a map  of  vegetables.  Study  this  hiap.  Now  complete  the  map  that  is 
started  for  you  on  vacations.  Note  that  other  items  could  be  added  to  develop  this  map 
further. 


Learning  Activity  3 

Return  to  Supplement  1 of  this  unit,  an  excerpt  from  a textbook  on  Positive  Approaches 
to  Behavior  Changes.  The  topic  of  this  text  is  "Social  Roles  and  Positive  Behavior  Change. " 
How  much  do  you  know  about  social  roles?  On  the  map  chart  in  Supplement  3,  make  a map 
of  social  roles  people  play. 

Learning  Activity  4 

In  this  Learning  Activity  you  will  practice  the  technique  of  skimming  as  a pre-reading 
activity.  Skimming  enables  you  to  pick  out  the  main  ideas  and  important  points  and  determine 
how  the  writing  is  organized.  This  framework  makes  it  easier  to  understand  the  text  when  you 
read  it. 
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Here  is  one  method.  Read  the  steps  below  and  then  try  it  with  Supplement  1. 

1.  Read  the  first  paragraph.  (Often  the  author  will  provide  a statement  of  the  main  ideas 
of  the  text  in  the  first  paragraph.) 

2.  Read  the  last  paragraph.  (The  last  paragraph  may  be  a summary  of  the  main  points.) 

3.  Read  any  subheadings.  (This  can  give  you  an  idea  of  the  topics  that  are  covered  and  how 
the  writing  is  organized.) 

4.  Read  the  first  sentence  of  each  paragraph.  (The  first  sentence  of  each  paragraph  usually 
states  the  main  idea  for  that  paragraph.  By  reading  the  first  sentence  of  each  paragraph, 
you  can  get  a sense  of  what  the  whole  text  is  about.) 

Now  try  these  steps  with  Supplement  1.  When  you  are  finished,  jot  down  on  a sheet  of 
looseleaf  paper  some  notes  stating  what  you  think  the  Supplement  is  about. 


Learning  Activity  5 

Now  read  the  text.  Take  notes  on  what  you  are  reading.  Did  your  pre-reading  activities 
make  it  easier  for  you  to  understand  the  text?  Write  a message  to  your  Instructor  discussing 
how  you  felt  about  the  activities  in  this  unit. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  work  from  Learning  Activities  1-4 
Send  bv  e-mail 

• Your  message  from  Learning  Activity  5 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
[is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  II,  Unit  93 
SuDolement  I 


/ SOCIAL  ROLES  AND  POSITIVE  BEHAVIOR  CHANGE 

* Deeply  rooted  historical  and  cultural  forces  affect  the  lives  of  people  wth  disabilities.  These 

forces  affect  not  only  their  behavior,  but  the  way  we  as  caregivers  behave  and  indeed  the  way  the 
entire  service  system  is  designed.  Without  understanding  these  forces  and  their  dynamics,  we  cannot 
successfully  modffy  behavior. 

Perhaps  the  most  influential  of  these  forces  are  the  social  roles  which  people  with  riiggh^jijties 
are  cast  into  by  social,  cultural  and  economic  forces.  We  ail  play  social  roles  in  our  daily  lives  and, 
undeniably,  these  roles  shape  our  behavior  and  our  response  to  everyday  occurrences.  Worker, 
church-member,  neighbor,  spouse,  parent,  lover,  club-member  — these  are  among  the  many  roles  non- 
disabled people  play  ail  the  time.  They  are  roles  valued  and  supported  by  the  society  at  large.  We 
play  these  roles  because  we  are  encouraged  to  play  them,  expeaed  to  play  them,  because  the  s^ety 
needs  us  to  play  them.  They  shape  our  identity  and  enhance  our  self  esteera  Their  influence  on  our 
lives  can  be  brought  into  shaper  focus  by  asking  *How  would  1 behave  if  most  or  ail  these  roles  are 
denied  me?*  Many  of  us  have  had  these  roles  shaken  or  destroyed.  Unemployment,  divorce,  death 
of  a loved  one,  transfer  to  a new  city  ail  threaten  the  stability  of  the  roles  we  play.  When  they  are 
threatened,  many  norwJisabled  people  react  wth  behaviors  we  ‘understand*:  alcoholism,  family 

violence,  depression,  irritability,  anger,  etc. 

A difficult,  but  enlightening  task  we  can  undertake  is  to  honestly  consider  the  social  roles 
played  by  people  with  disabilities,  especially  mentally  retarded  and  other  developmental^  disabled 
peopla  The  easiest  part  of  this  task  is  to  examine  the  valued  roles  many  non-disabled  people  play  and 
ask  how  many  of  those  roles  people  with  disabilities  play.  How  many  are  wage  earners?  Club- 
members?  Parerrts?  Lovers?  Friends?  Even  a cursory  examination  reveals  that  the  most  valued  roles 
in  the  culture  are  not  played  by  disabled  people  - indeed  are  often  denied  to  them. 

^ This  is  not  to  say  that  people  with  disabilities  doni  play  social  roles.  Perhaps  the  most 

commonly  occurring  role  they  play,  and  the  one  most  of  us  can  easily  understand  (or  at  least  see)  is 
that  of  *c//erjt*  Not  only  is  it  the  most  frequently  played  role,  but  it  is  often  the  only  one  they  are 
allowed  to  play.  This  status  - clienthood  — has  certain  salient  characteristics.  A citent  is  always  a 
recipient  (*of  services*),  almost  never  a ‘giver*.  A client  is  almost  always  grouped  with  other  similar 
clients,  and  is  rarely  treated  as  an  indMduaL  A client  is  typically  surrounded  almost  exclusively  by 
other  c//effls  and  by  paid  caregivers,  rarely  by  people  who  are  there  voluntarily  (which  is  vastly  different 
from  *volunteers*). 

Where  there  is  no  freely  given  relationship,  it  should  go  without  saying,  there  is  no  love  - 
clients  often  lead  loveless  lives.  Another  harsh  reality  rarely  acknowledged  and  often  denied.  But  let’s 
take  a look  at  what  a love  relationship  implies,  it  is  freely  given.  There  is  no  payment  involved.  It  is 
permanent  it  is  stabla  It  is  unconditionaL  How  many  clients  have  relationships  like  that? 

Clients  are  surrounded  24  hours  a day  by  people  who  hold  the  belief  — are  professionally 
trained  to  believe  — that  you  ‘can't  get  too  dose.*  When  almost  everyone  around  you  holds  that  belief, 
who  will  ‘get  close*  when  the  need  arises?  Who  will  get  dose  just  for  the  sake  of  getting  dose? 

If  we  accept  this  reality  (and  there  are  many  who  don’t),  it  sheds  a new  land  of  light  onto 
‘behavior  problems.*  it  helps  us  to  reassess  old  practices  and  provides  a new  frame  of  reference  from 
which  we  can  analyze  the  issue  at  hand.  Perhaps  the  problem  is  not  just  ‘in  the  person*.  Strategies 
become  apparent  which  we  had  never  thought  of  before  because  the  problem  has  been  entirely 
redefined.  How  can  we  build  relationships  with  security,  stability  and  esteem  into  the  lives  of  people 
routinely  denied  them? 
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The  answer  to  that  question  is  realty  rather  simple:  in  the  same  ways  that  non-disabled 
persons  do,  through  out  work,  hobbies,  families  and  friends,  our  involvement  in  community  life  and  so 
on.*  The  task  facing  hum^  service  workers  to  how  to  incorporate  these  things  which  so  many  of  us 
take  for  graced  into  the  lives  of  people  for  whom  they  are  usually  non-existenL  Lord  & Pedlar  (1991) 
evaluated  "life  in  the  community*  after  deinstitutionalization  found  that  although  people  lived  in  the 
community  they  were  not  integrated  into  community  life.  Also,  they  had  very  limited  social  networks. 
Therefore,  it  is  important  to  assist  people  in  developing  social  roles  which  are  truly  community  based 

There  are  really  many  strategies  which  can  be  pursued  to  integrate  people  into  the 
community.  Some  take  money.  Others  simply  require  a commitment  to  make  things  happea  For 
example,  with  no  new  resources  - just  a redefinition  of  existing  job  roles  - some  organizations  have 
begun  to  •weave*  people  with  disabilities  into  the  fabric  of  American  community  life  by  taking  advantage 
of  tha  MirAmerican  institution,  the  association.  Every  American  community  is  full  of  groups  and 
associations  for  almost  anything  you  can  think  of.  Ca-Lover  Societies,  Civil  War  Clubs,  quilters, 
choruses,  hiking  and  biking  groups,  theaer  groups,  welcome  wagons,  and  on  and  on  and  oa  Often, 
thTO  associations  willingly  open  their  doors  to  people  with  disabilities  if  only  they  ae  asked  and  giveri 
a little  support  to  do  so.  it  reaiy  doesnl  matter  if  the  individua  is  'good  a ' whaever  it  is  the 
association  members  do.  They  will  often  accommodae  themselves  to  the  needs  of  the  'different* 
person. 


A true  aory  may  further  illustrae  the  point  A young  man  with  a developmenta  disability 
living  in  a community  residence,  could  na  locae  a suitable  day  program.  He  had  been  to  every 
sheltered  workshop  in  a three  country  area,  and  had  been  thrown  out  of  each  of  them.  Within  a few 
days,  he  had  committed  the  same  'crime*  in  each  program:  slugging  his  floor  supervisor.  Of  course, 
he  was  labelled  a 'behavior  problem*  and  the  team  was  called  on  to  develop  a 'behavior  plan*.  And 
a second  and  a third,  all  of  which  did  not  •work*.  At  their  wit’s  end,  the  agency  called  in  a consultant 
who  began  by  asking  the  assembled  cast  (including  the  young  man  and  his  father),  about  the  fellow’s 
history,  about  the  kinds  of  places  he  enjoyed  spending  time,  the  places  he  didn’t  seem  to  like,  the 
kinds  of  people  he  respected  and  got  along  with  and  those  he  didn’t  like  so  much.  After  several  hours 
of  questioning  along  these  lines,  it  became  apparent  that  the  man’s  preferences  were  simply  different 
than  those  being  imposed  on  him.  He  didn’t  like  sheltered  workshops.  He  didn’t  like  to  be  around  lots 
ofaher  disabled  people.  He  didn’t  like  people  holding  meetings  about  him  and  carrying  files  around 
about  him.  On  th©  oth©r  hand,  he  enjoyed  helping  out  in  hts  community.  He  enjoyed  working  outside. 
And  he  was  always  respectful  of  the  clergy.  The  agency  'bit  the  bullet*,  and  agreed  not  to  make  him 
adapt  his  behavior  to  the  requirements  of  a workshop.  They  found  him  a volunteer  job  working 
alongside  the  custodian  of  a local  church.  And  lo  and  behold,  there  was  never  a behavioral  incident 
at  the  church. 

The  moral  of  this  story  is  simple  on  the  surface  but  profound  in  it’s  implications.  The  moral 
is  that  the  young  man’s  preferences  drove  the  planning,  not  those  of  the  system.  The  professionals 
put  away  their  d^ply  ingrained  habit  of  imposing  their  opinions  on  disabled  peopla  They  listened  to 
the  messages  this  young  man  was  giving.  They  stopped  saying  'But  he  must  do  thus  and  such*  and 
accepted  the  fact  that  he  did  not  want  to  be  in  a sheltered  workshop.  This  is  an  incredible  attitudinal 
change,  the  difficulty  of  which  cannot  be  overstated. 

This  planning  process  dsnonstrated  an  honest  attempt  to  plan  around  the  young  man’s 
capadtiK  instead  of  his  deficits.  Instead  of  saying  *He  can’t  stay  on  task*,  'He’s  aggressive*,  they 
asked  different  kinrte  of  questions.  *What  are  this  person’s  gifts*?  WeO,  he  Gkes  to  help.  He  enjoys 
being  outside,  in  his  community.  He’s  respectful  of  the  clergy.  They  entirely  redefined  the  way  they 
sw  this  man.  His  identity  changed  from  someone  with  a behavior  problem  to  someone  who  truly  had 
gifts  to  offer,  if  only  some  cresaivity  were  appGed  to  the  task  of  finding  those  gifts.  The  planning 
process  revolved  around  those  gifts,  not  around  fixing  his  deficits. 
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The  search  for  those  supports  |ed  to  another  not  so  surprising  result . The  supports  this 
young  man  needed  could  only  partially  be  located  within  the  systent.  Extra-systemic  supports  had  to 
be  recruited:  the  clergyman,  the  custodian,  someone  to  provide  transportation,  others  to  provide 
emotionai  and  moral  support  The  team  realized  the  system  aione  could  not  address  the  man’s 
preferences,  could  not  build  on  his  capacities  as  effectively  as  those  other  supports  could.  Such 
supports  were  found  in  an  integrated  community  setting  where  the  young  man  was  no  longer  viewed 
as  a client 


from:  Warren,  B.  and  Hoffman,  J.  (1991). 

to  Behavior  Change,  Volume  II.  NYS  OHRDD, 


Positive  Approaches 
p.  7 - 9 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  11 

Career-Related  College  and  Academic  Skills 
UNIT  94 
How  To  Study 

Job  Context:  Preparation  for  PONSI  Course 

Communication  Skills:  Reading  Comprehension;  Summarization;  Study  and  Organization 
Skills 

Objectives: 

• review  textual  material 

• understand  technical  vocabulary  through  the  context 

• locate  important  information  in  the  text 

• improve  comprehension  skills 

• introduce  a procedure  for  studying  text  materials 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 

• Supplement  1 from  Unit  93 


Introduction 

In  this  unit  you  will  learn  a technique  for  studying  text  materials:  SQ3R.‘ 


* The  following  text  was  used  as  a reference  in  developing  this  unit:  Sotiriou,  Peter  E.  (1989). 
Interpreting  College  Study  Skills,  2nd  ed.  Wadsworth  Puhlishing  Company,  Bedford,  CA,  217  - 223. 


645 


685 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  ft  and  Unit  ft  (Theme 
Area  11,  Unit  94).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 

Description  of  SQ3R  Method  of  Studying  Text  Materials 

The  letters  in  SQ3R  stand  for  Survey,  Question,  Read,  Recite,  and  Review. 


Survey  means  previewing  what  you  will  be  reading.  The  procedure  is  similar  to  the  steps 
you  follow  in  Learning  Activity  4 of  the  last  unit.  Unit  93:  Reading  the  first  paragraph,  the 
last  paragraph,  the  first  sentence  in  each  paragraph,  and  any  headings.  In  addition,  smdy  the 
title  of  the  chapter.  Sometimes  there  are  pictures  or  illustrations  that  can  give  you  some 
additional  information  on  what  the  text  is  about. 


Now  that  you  have  some  idea  of  what  the  text  is  about,  can  you  think  of  some  questions 
you  would  want  to  have  answered?  For  example,  a question  you  might  want  to  have  answered 
after  surveying  Supplement  1,  Unit  93,  might  be,  "How  do  the  social  roles  that  people  with 
disabilities  play  differ  from  the  social  roles  of  the  rest  of  society?" 

As  you  read,  you'll  keep  these  questions  in  mind.  This  will  help  you  focus  more  when  you 
are  reading. 


Only  now  will  you  begin  to  read  the  text.  If  the  text  belongs  to  you,  underline  the  main 
ideas  and  supporting  details  on  the  text  page.  If  you  have  any  questions  or  comments,  jot 
them  in  the  margins.  Try  not  to  underline  too  much.  Only  underline  the  most  important 
information. 


This  step  gives  you  an  opportunity  to  see  how  well  you  understand  what  you  have  read.  If 
you  are  reading  a long  text,  it  is  best  to  stop  after  reading  every  few  pages  to  "recite"  before 
you  continue  reading. 


Survey 


Question 


Read 


Recite 
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Without  referring  to  the  text, 
looseleaf  paper. 


summarize  what  you  read  by  writing  notes  on  a piece  of 


Review 


When  you  have  finished  the  complete  text,  review  your  text  markings  and  your  recitation 
notes.  If  you  are  studying  this  material  for  an  exam,  you  will  repeat  this  step  as  often  as 
necessary  until  you  have  a complete  understanding  of  the  material. 


Learning  Activity  1 

Use  Supplement  1,  Unit  93  to  practice  the  SQ3R  method  of  study  reading.  Follow  each  of 
the  steps  outlined  above. 


Learning  Activity  2 

Write  an  e-mail  message  to  your  Instructor  describing  your  work  with  the  SQ3R  method. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  notes  and  marked  text  from  Learning  Activity  1 
Send  bv  e-mail 

• Your  message  from  Learning  Activity  2 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  11 

Career-Related  College  and  Academic  Skills 
UNIT  95 

Practicing  Reading  Comprehension  Techniques 


Joh  Context:  Preparation  for  PONSI  Course 

Communication  Skills:  Reading  Comprehension;  Summarizing  Skills;  Using  Strategies  for 
Understanding  Text 

Objectives: 

• review  textual  material 

• understand  technical  vocabulary  through  the  context 

• locate  important  information  in  the  text 

• improve  comprehension  skills 

• introduce  a procedure  for  studying  text  materials 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Dictionary 


Introduction 

In  this  unit  you  will  practice  the  techniques  you  learned  in  Units  93  and  94. 


Learning  Activity 


Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 


Area  11,  Unit  95).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity 

Pick  a piece  of  written  material  of  your  own.  It  could  be  a text  you  are  using  for  a course, 
an  article  you  would  like  to  read,  or  written  training  material  from  OMRDD. 

Use  the  strategies  you  learned  in  Units  93  and  94  to  help  comprehend  the  text.  Make  a 
map  for  the  text.  Preview  the  text.  Read  the  text  using  the  SQ3R  method.  When  you  are 
finished,  send  your  notes  along  with  a copy  of  the  text  you  used  to  your  Instructor. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor  by  regular  mail: 


• Your  notes  and  text  from  the  Learning  Activity 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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STUDY  GUIDE 
THEME  AREA  11 

Career-Related  College  and  Academic  Skills 
UNIT  96 

Note-Taking  Practice 

Job  Content:  Study  and  Note-Taking  Skills 

Communication  Skills:  Reading  Comprehension;  Writing  Skills;  Study  Skills; 

Note-Taking  Skills;  Noting  Important  Deals  in  Reading 

Objectives: 

• practice  note-taking  skills 

• apply  techniques  to  job-related  topics 


Materials: 


• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #2 

• Dictionary 


Introduction 

In  this  unit  and  Unit  97  you  will  practice  taking  notes  from  lectures. 


Description  of  Videotape  Materials 

The  videotape  segment  is  divided  into  three  parts.  The  first  part  is  about  the  normal 
process  of  eating;  the  second  part  is  about  normal  physiology;  and  the  third  part  is  a biography 
of  a Direct  Care  Worker:  Joe. 


The  videotape  for  this  unit  is  on  Tape  ff2  and  is  labeled  Segment  25*.  It  begins  at 
1:26:34  and  ends  at  1:35:00.  The  first  section  of  this  segment  begins  at  1:26:38  and  ends  at 
1:28:04.  The  second  section  begins  at  1:28:07  and  ends  at  1:29:29.  The  third  section  begins  at 
1:29:30  and  ends  at  1:34:58. 


Learning  Activity 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  if  and  Unit  if  (Theme 
Area  11,  Unit  96).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1^ 

Section  1 of  Segment  25  is  about  the  normal  process  of  eating.  View  this  section.  At 
the  end  of  the  section  stop  the  tape. 

Make  a Recall  List:  write  down  whatever  you  recall  from  this  segment. 

Rewind  the  tape.  Replay  Section  1 of  Segment  25.  As  you  view  this  section  take  notes 
skipping  lines  on  your  paper. 

Put  your  notes  aside.  Without  looking  at  your  notes,  add  as  much  information  as  you 
can  to  your  Recall  List,  using  a different  color  pen  or  pencil. 

How  many  additions  did  you  make  to  your  Recall  List?  

Rewind  the  tape.  Play  Section  1 again. 

Make  any  necessary  additions  to  your  notes. 


^"Through  Your  Hands"  ....  Eating  Skills,  Copyright  1986,  New  York  State  Office 
of  Mental  Retardation  and  Developmental  Disabilities,  Bureau  of  Staff  Development  and 
Training;  "Through  Your  Hands"  ....  Physical  Disabilities,  Copyright  1986,  New  York 
State  Office  of  Mental  Retardation  and  Developmental  disabilities.  Bureau  of  Staff 
Development  and  Training;  Courtesy  of  New  York  State  Office  of  Mental  Retardation  and 
Developmental  Disabilities,  Bureau  of  Public  Affairs. 

^ Learning  Activities  for  this  unit  and  Unit  97  follow  the  format  presented  in  Perin,  D.; 
Ortiz,  R.  K.;  Cohen,  A.;  Aberkemeirer,  M.  L.  (1991).  College  Preparation  for  Health  Care 
Worker;  Videotape  Science  Lectures  Viewing  Guide.  CASE/CUNY,  Lecture  I,  p.  5-13. 
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Learning  Activity  2 


The  main  topic  of  this  section  is  the  Normal  Eating  Process.  Using  your  notes  list  all 
the  steps  in  the  Normal  Eating  Process.  Check  your  list  against  the  list  in  Supplement  1 . You 
may  want  to  view  Section  1 of  Segment  25  again  to  find  any  points  you  missed. 


There  were  other  facts  mentioned  in  the  tape.  These  facts  are  not  as  central  to  this 
section  as  the  information  on  the  main  topic  but  may  be  of  interest  to  you. 

Use  your  notes  and  list  some  of  these  facts.  Check  your  list  against  the  list  in 
Supplement  1. 

Learning  Activity  3 

Section  2 of  Segment  25  is  about  normal  physiology. 

Use  the  steps  outlined  in  Learning  Activity  1 to  make  a Recall  List  and  take  notes  on 
this  section. 

Check  your  notes  against  the  notes  provided  for  you  in  Supplement  2. 

You  may  want  to  re- view  Section  2 of  Segment  25  to  find  any  points  you  missed. 

Learning  Activity  4 

Underline  the  words  in  your  notes  whose  spelling  you  would  like  to  check. 

Use  the  notes  in  Supplement  2 or  a dictionary  to  check  the  spelling. 


Learning  Activity  5 

Section  3 of  Segment  25  is  Joe  talking  about  his  life. 

You  can  use  this  section  for  additional  practice  on  note-taking,  if  you  wish.  Make  a 
Recall  List  and  then  take  notes.  Review  Section  3 to  be  sure  you've  included  all  of  the 
important  information  in  the  tape. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT; 

Send  the  following  to  your  Instructor  by  e-mail: 

• A message  to  your  Instructor  telling  him  or  her  that  you  fmished  this  unit  and  how 
you  found  the  work. 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
1 is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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THEME  AREA  11,  UNIT  96 


Supplement  1 

Answer  Key,  Learning  Activity  2 
Steps  of  the  Normal  Eating  Process 

1.  Lift  food  to  mouth  - requires  physical  coordination  and  effort. 

2.  Lips  - hold  food  in  place  while  biting. 

3.  Teeth  - seal  mouth  for  efficient  chewing. 

4.  Jaw  muscle  - move  so  teeth  can  cut,  tear  and  grind  food. 

5.  Tongue  - prepare  food  for  swallowing. 

Other  Facts 

1 . A pleasant,  relaxed  environment  makes  eating  more  enjoyable. 

2.  A well-balanced  diet  sustains  physical  and  mental  health. 

■'  3.  The  tongue  is  a strong  muscle. 

4.  Eating  and  drinking  are  complex  functions. 
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Supplement  2 

Answer  Key,  Learning  Activity  3 


Notes  on  Normal  Physiology 

Normal  physiology  is  defined  as  the  structure  and  bodily  functions  of  human  beings. 
All  body  systems  work  together:  the  skeletal,  muscular  and  nervous  system. 

Skeletal  System 

• made  up  of  bones,  cartiledge  and  joints 

• has  3 functions 

1.  support 

2.  protection 

3.  movement 

• many  different  kinds  of  bones 

• skull 

• vertebrae  (spinal  column) 

• ribs 

• limbs 


Muscular  System 

• muscles  are  attached  to  bones 

• they  are  elastic  - lengthen  and  shorten  during  movement 

• function  - maintain  posture 
Nervous  System 

• messages  sent  to  muscles  by  nerves 

• central  nervous  system  consist  of  brain  and  spinal  cord 

• transmit  messages  through  other  nerves  to  muscles  and  other  organs 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 
THEME  AREA  11 

Career-Related  College  and  Academic  Skills 
UNIT  97 

Taking  Lecture  Notes 
Job  Content:  Study  and  Note-Taking  Skills 

Communication  Skills:  Reading  Comprehension;  Writing  Skills;  Study  Skills; 

Note-Taking  Skills 

Objectives: 

• practice  note-taking  skills 

• apply  techniques  to  job-related  topics 


Materials: 


• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Videotape  #1 

• Dictionary 


Introduction 

In  this  unit  you  will  practice  the  techniques  you  learned  in  Unit  96  on  more  advanced 
lecture  material. 
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Description  of  Videotape  Materials 

The  videotape  segment  for  this  unit  is  on  Tape  tfl  and  is  labeled  Segment  26'.  It  begins 
at  1:35:05  and  continues  for  12  minutes  until  the  end  of  the  tape.  The  lecture  you  will  see  is 
about  Human  Anatomy  specifically  how  the  back  functions.  The  presentation  and  information 
move  as  quickly  as  if  you  were  attending  a college  lecture  on  this  topic.  Feel  free  to  stop  the 
tape  and  rewind  it  as  many  times  as  needed  to  get  the  information  you  need  for  your  Recall 
List  and  Notes.  You  may  want  to  watch  the  lecture  and  take  notes  in  1-minute  sections  and 
rewind  and  review  each  section  as  needed. 

As  you  get  better  at  doing  this  you  can  view  and  take  notes  on  longer  sections. 

Check  your  work  against  the  Supplement  which  gives  you  Notes  for  the  first  7 minutes 
of  the  tape.  There  are  5 additional  minutes  of  lecture  that  you  can  use  for  additional  practice. 

View  Segment  26  in  these  smaller  sections. 

1:35:05  - 1:36:36 

Parts  of  Back 

Central  Nervous  System 

Peripheral  Nervous  System 


1:36:36  - 1:38:00 

Parts  of  Spine 


1:38:00-  1:39:20 

More  on  Spine 


1:39:20-  1:41:25 
Discs 


1:41:25  - 1:42:00 

Ligaments 


'Dynamics  of  a Well  Back,  Copyright  1987,  New  York  State  Office  of  Mental 
Retardation  and  Developmental  Disabilities. 
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1:42:13  - end 


Back  Muscles,  etc. 

5 minutes  for  additional  practice 


Learning  Activity 

Label  a looseleaf  page  with  your  name,  today's  date.  Theme  Area  ft  and  Unit  tt  (Theme 
Area  11,  Unit  97).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number  so 
that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 

View  Segment  26  in  the  1-minute  units  outlined  above.  Follow  the  steps  in  Unit  96, 
Learning  Activity  1 to  make  a Recall  List  and  take  notes.  Feel  free  to  rewind  and  review  the 
tape  as  many  times  as  you  need  to  when  taking  notes. 

Check  the  final  version  of  your  notes  against  the  answer  key  in  the  Supplement. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor  by  e-mail: 


• A message  to  your  Instructor  telling  him  or  her  that  you  completed  this  unit  and  how 
you  found  the  work. 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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1:35:05 


It's  important  to  understand  the  components  of  the  back  and  how 
they  function  together. 


Spine — 

• allows  us  to  stay  upright 

• protects  spinal  cord 


Spinal  cord  along  with  the  brain  make  up  the  central  nervous 
system. 


The  central  nervous  system  is  the  computer  center  for  the  body. 


From  the  central  nervous  system,  comes  the  peripheral  nervous 
system.  It  is  made  up  of  31  pairs  of  nerves. 


peripheral  nerves — 

• supply  motor  and  sensory  components  to  our  body 


motor  components — 

• those  things  that  allow  us  voluntary  movement 
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sensory  component — 


temperature,  pain,  touch  sensation,  knowing  where 
we  are  in  space 


It's  important  to  protect  the  central  nervous  system  and  the 
peripheral  nervous  system  from  injury. 


1:36:36 

What  makes  up  the  spine? 

33  vertebrae  — present  from  the  time  born. 


• first  7: 

• next  12: 

• next  5 : 

• next  5 : 

• last  4: 


cervical  vertebrae  — make  up  neck 

thoracic  vertebrae  — trunk  and  where  ribs 

attached 

lumbar  vertebrae  low  back,  where  we  have  most 
of  injury 

sacral  vertebrae  — make  up  sacrum  fused 
coccygeal  vertebrae  — make  up  tailbone. 


1:37:30 


What  does  vertebrae  look  like? 

• Front  part — solid  bone — called  the  body 

• Behind  it — hole — spinal  canal  — where  spinal  cord  runs 

• On  side  projections  — transverse  processes 

• Behind  spine  recess  --  bumps  feel  when  run  fingers 
down  back. 


1:38:00 


Look  at  the  spine  from  the  side. 


When  two  vertebrae  come  together  they  form  a Intebveterbra 
foramen  (sp.?)  This  allows  the  exit  of  the  peripheral  nerve. 


Facet  joints 

most  important  part  of  back 

aligned  differently  in  different  parts  of 

back  and  allow  motion. 


cervical 


spine  on  angle 
allows  motion 


in  bending  and  rotation 


thorasic  spine 

more  straight  angle 

more  rotation  and  lateral  bending 


lumbar  spine 

doesn't  allow  for  rotation  but  allows  for 
bending  and  extension 


Joints 


can  wear  out 


and  get 


things  such  as  arthritis. 


1:39:20 

Discs 


outer  tissue  called  the  amulus 

inside — neucleous — jelly  tissue — moves  around 

purpose  of  discs  to  be  shock  absorbers 


Discs  withstand  compression  forces 

forces  bend  foward,  back,  sides 


Discs  can't  handle  twisting  and  sharing 

forces  that  tear  fiber  of  annulus 
leads  to  ruptured  disc 
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As  disc  ages 

lose  ability  to  maintain  moisture  and  resiliency 


As  dries  out  shrinks 

opening  for  peripheral  nerve  gets  smaller 
may  pinch  on  nerve 

surfaces  of  facet  joint  closes  painful. 

1:41:25 


Ligaments 

• anterior  longitudinal  ligament — front  of  vertebral 

column 

• posterior  longitudinal  ligament — inside  of  spinal 

canal 

Very  wide  at  top  and  narrower  at  bottom. 

Predisposed  to  injuries  in  lumbar  spine — less  supporting  tissues 


There  are  a number  of  small  ligaments  from  one  vertebrae  to 
another  that  supply  additional  support. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  11 

Career-Related  College  and  Academic  Skills 
UNIT  98 

Math  Review  (Ratio,  Proportions,  Fractions) 
Job  Context:  Using  Advanced  Math  Skills  on  the  Job 
Communication  Skills:  Mathematical  Skills;  Problem-Solving  Skills 
Objectives: 

• review  ratios  and  proportions 

• practice  using  proportions  to  solve  word  problems 

• review  operations  on  positive  fractions 


Materials: 

• Smdy  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  and  apply  advanced  math  skills. 


Learning  Activities 

The  exercises  for  this  unit  are  on  computer  software.  The  name  of  the  program  is 
Introduction  to  Basic  Math. 

From  the  first  screen  you  will  see  the  Chapters.  The  next  screen  will  list  the  Sections. 
Once  you  choose  a section,  the  problems  for  that  section  will  be  loaded  one  at  a time  onto 
your  screen. 


As  you  are  working  on  a problem,  you  can  see  a worked-out  example  in  the  top  half  of  the 
screen.  You  can  also  get  an  explanation  of  how  a problem  is  done  from  the  menu  bar  at  the 
top  of  the  screen  by  clicking  detailed  help.  You  should  try  to  do  the  prohlems  on  your 
own  Hrst  before  asking  the  computer  for  help. 

There  is  also  a built-in  calculator  which  can  be  reached  from  the  menu  bar.  You  can  use 
this  calculator  when  you're  working.  You  may  also  want  to  keep  a scrap  piece  of  paper  by 
your  work  station  for  doing  calculations. 

If  you  are  working  on  a PC,  this  program  should  be  loaded  onto  your  computer.  You 
should  have  also  gotten  written  instructions  from  the  technology  specialist  describing  how  to 
start  the  program.  If  the  program  is  not  on  your  computer  or  if  you  don't  know  how  to  bring 
it  to  your  screen,  check  with  your  team  leader,  your  Instructor,  or  call  our  technology 
specialist.  Her  name  and  number  are  listed  in  the  front  of  your  Study  Guide. 

If  you  are  working  on  a terminal,  you  will  not  be  able  to  use  the  math  program  on  your 
computer.  Your  DDSO  may  have  arranged  for  you  to  have  access  to  a PC  that  is  loaded  with 
this  computer  software.  If  so,  do  this  unit  on  that  computer.  If  you  are  not  sure  whether  there 
is  a PC  you  can  use  for  this  exercise,  please  check  with  your  team  leader,  your  instructor,  or 
call  our  technology  specialist.  Her  name  and  number  are  listed  in  the  front  of  your  Study 
Guide. 

If  you  do  not  have  access  to  a computer  loaded  with  the  math  program,  do  the 
exercises  on  the  colored  worksheets  in  your  worksheet  folder. 


Learning  Activity  1 

Complete  the  following  on  the  Introduction  to  Basic  Math  software: 
Chapter  4 Ratios  and  Proportions 

• Section  4 Using  Proportions  to  Solve  Word  Prohlems 
Chapter  2 Operations  on  Positive  Fractions 

• Section  7 Exponents  and  Order  of  Operations 


Learning  Activity  2 

If  you  have  any  difficulty  completing  the  problems  in  this  review,  you  may  want  to 
continue  practice  by  completing  Sections  2 - 6 in  Chapter  2,  Operations  on  Positive  Fractions. 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor  by  e-mail: 


• A message  to  your  Instructor  telling  him  or  her  that  you  completed  this  unit  and  how 
you  did 


I This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  flnish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  11 

Career-Related  College  and  Academic  Skills 
UNIT99 

Math  Review  (Geometric  Figures) 

Job  Context:  Using  Advanced  Math  Skills  on  the  Job 
Communication  Skills:  Mathematical  Skills;  Problem-Solving  Skills 
Objectives: 

• review  geometric  figures 

• practice  advanced  math  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit,  you  will  review  geometric  figures.  You  will  also  have  the  opportunity  to  work 
on  an  advanced  mathematical  skill  area  of  your  own  choosing. 


Learning  Activities 

The  exercises  for  this  unit  are  on  computer  software.  The  name  of  the  program  is 
Introduction  to  Basic  Math. 

From  the  first  screen  you  will  see  the  Chapters.  The  next  screen  will  list  the  Sections. 
Once  you  choose  a section,  the  problems  for  that  section  will  be  loaded  onto  your  screen. 
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As  you  are  working  on  a problem,  you  can  see  a worked-out  example  in  the  top  half  of  the 
screen.  You  can  also  get  an  explanation  of  how  a problem  is  done  from  the  menu  bar  at  the 
top  of  the  screen  by  clicking  detailed  help.  You  should  try  to  do  the  problems  on  your 
own  first  before  asking  the  computer  for  help. 

There  is  also  a built-in  calculator  which  can  be  reached  from  the  menu  bar.  You  can  use 
this  calculator  when  you're  working.  You  may  also  want  to  keep  a scrap  piece  of  paper  by 
your  work  station  for  doing  calculations. 

If  you  are  working  on  a PC,  this  program  should  be  loaded  onto  your  computer.  You 
should  have  also  gotten  written  instructions  from  the  technology  specialist  describing  how  to 
start  the  program.  If  the  program  is  not  on  your  computer  or  if  you  don't  know  how  to  bring 
it  to  your  screen,  check  with  your  team  leader,  your  Instructor,  or  call  our  technology 
specialist.  Her  name  and  number  are  listed  in  the  front  of  your  Study  Guide. 

If  you  are  working  on  a terminal,  you  will  not  be  able  to  use  the  math  program  on  your 
computer.  Your  DDSO  may  have  arranged  for  you  to  have  access  to  a PC  that  is  loaded  with 
this  computer  software.  If  so,  do  this  unit  on  that  computer.  If  you  are  not  sure  whether  there 
is  a PC  you  can  use  for  this  exercise,  please  check  with  your  team  leader,  your  Instructor,  or 
call  our  technology  specialist.  Her  name  and  number  are  listed  in  the  front  of  your  Study 
Guide. 

If  you  do  not  have  access  to  a computer  loaded  with  the  math  program,  do  the 
exercises  on  the  colored  worksheets  in  your  worksheet  folder. 


Learning  Activity  1 

Complete  the  following  on  the  Introduction  to  Basic  Math  software: 
Chapter  7 Geometric  Figures 

• Section  1 Perimeter  of  Geometric  Figures 

• Section  2 Area  of  Geometric  Figures 

• Section  3 Volume  of  Geometric  Figures 


Learning  Activity  2 

In  any  remaining  time,  complete  any  math  chapter  and  section  of  your  own  choosing  in  the 
Introduction  to  Basic  Math  software. 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor  by  e-mail: 

• A message  to  your  instructor  telling  him  or  her  that  you  completed  this  unit  and  how 
you  did.  Be  sure  to  let  him  or  her  know  which  sections  you  completed  for  Learning 
Activity  2. 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  11 

Career-Related  College  and  Academic  Skills 
UNIT  100 

How  To  Organize  Your  Writing 
Job  Context:  Effective  Writing  Skills 

Communication  Skills:  Reading  Comprehension;  Writing  Skills 
Objectives: 

• review  and  practice  how  to  organize  writing 

• use  correct  grammar  and  punctuation 

• use  vocabulary  correctly 

• picking  out  topic  sentences 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  how  to  organize  your  writing.  You  will  also  review  the 
meaning  and  spelling  of  words  that  people  sometimes  confuse. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  11,  Unit  1(X)).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number 
so  that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 


Supplement  1 , from  the  NYS  OMRDD  Effective  Writing  Skills  Supplemental  Teaming 
Guide,  discusses  how  to  organize  your  writing.  Read  this  supplement.  Then  answer  the 
questions  on  the  activity  sheet  that  follows.  Check  your  answers  against  the  answer  key  on  the 
next  page. 


Learning  Activity  2 

Supplement  2,  also  from  the  NYS  OMRDD  Effective  Writing  Skills  Supplemental 
Learning  Guide,  is  a list  of  problem  words  you  might  encounter  in  your  writing.  Study  these 
words.  Pick  six  of  the  word  groups  that  you  feel  you'd  most  likely  use  in  your  own  writing 
Write  a sentence  for  each  of  the  two  words  in  each  word  group. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheets  for  Learning  Activity  1 

• Your  sentences  from  Learning  Activity  2 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  li,  Unit  IOC 
Supplement  I 


Organize  your  writing. 


Make  an  outline 

I 

There  are  several  reasons  why  you  should  spend  a few  minutes  planning  and  organizing  before 
you  begin  to  write: 

1.  You  will  develop  a better  understanding  of  what  you  want  to  say. 

2.  You  will  be  able  to  present  your  ideas  more  logically. 

3.  You  will  have  fewer  problems  with  writer’s  block. 

4.  You  will  make  more  efficient  use  of  the  time  you  spend  writing. 

Organizing  your  writing  usually  involves  making  an  outline.  This  does  not  heed  to  be  the  sort 
of  formal  outline  that  involves  Roman  numerals,  capital  letters,  Arabic  numerals,  and  lower 
case  letters.  An  outline  is  any  device  you  use  to  organize  your  thoughts. 

The  simplest  type  of  outline  is  called  a topical  outline.  A topical  outline  is  a list  of  items  you 
want  to  include  in  your  writing.  For  example,  if  you  are  writing  a memo  on  safety  inspections, 
your  topical  outline  might  be  a list  of  the  various  things  to  be  checked  in  the  inspection. 

Once  you  have  your  list  of  topics,  you  can  arrange  them  in  a logical  order.  You  may  decide 
that  you  have  three  main  points  to  make  and  that  everything  else  in  the  outline  illustrates  one 
of  those  points.  For  example,  suppose  that  you  are  documenting  your  procedure  for  orienting 
new  staff  members.  You  might  have  a list  of  topics  that  looks  like  this: 


Introduce  new  employee  to  staff. 

Explain  procedures  for  handling  petty  cash.  ..  • . 
Introduce  new  employee  to  consumers  and  their  families. 
Explain  safety  procedures. 

Explain  record  keeping  procedures. 

Show  new  employee  fire  exits. 

Explain  scheduling  procedures. 

Explain  emergency  evacuation  procedures. 


-You  might  arrange  these  topics  under  three  main  headings: 
Sodai: 

Introduce  new  employee  to  staff. 

Introduce  new  employee  to  consumers  and  their  families. 
Safety: 

Explain  safety  procedures. 

Show  new  employee  fire  exits. 

Explain  emergency  evacuation  procedures. 
Administrative: 

Explain  procedures  for  handling  petty  cash. 

Explain  record  keeping  procedures. 

Explain  scheduling  procedures.  • 


Use  paragraphs  and  topic  sentences 

A paragraph  is  a umt  of  thought  Each  of  the  topics  in  your  outline  will  desexve  at  least  one 
paragraph. 
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. Each  paragraph  should  begin  with  a topic  sentence  — that  is,  a sentence  that  tells  the  reader 
what  the  paragraph  is  about.  The  rest  of  the  paragraph  will  develop  or  explain  or  illustrate  the  . 
idea  in  the  topic  sentence. 

If  a paragraph  is  unusually  long  or  if  it  deals  with  a difficult  topic,  you  may  want  to  end  the 
paragraph  with  a stimmary  sentence.  This  type  of  sentence  will  help  your  reader  grasp  what 
you  have  just  said  before  moving  on  to  the  next  paragraph. 

Use  transitions 

Transitions  are  liVf-  sign  posts  to  the  reader.  They  help  the  reader  see  how  each  sentence  or 
paragraph  is  related  to  the  sentence  or  paragraph  before  it.  Transitions  make  your  writing 


easier  to  follow.  Some  common  transitions  are: 

therefore 

but 

. . . . for  example 

later  . 

also 

another 

specifically 

however 

more  . 

again 

on  the  other  hand 

finally 

this 

these 

such 

they 

ACTIVITY  SHEET 


1.  -The  following  list  concerns  the  proper  handling  of  meat  and  leftovers.  Organize  the  list 
into' an  outline.  Which  are  the  most  general  points?  Can  the  other  ideas  be  grouped  under 


these  main  points? 

Knives  should  be  washed  after  they  are  u^d  to  cut  raw  meat 
Meat  must  be  handled  properly. 

Bacteria  begins  to  grow  in  leftovers  when  their  temperature  goes  below  185°. 
Leftovers  must  be  stored  properly. 

Partially  eaten  food  should  not  be  kept 

Cutting  surfaces  used  for  raw  meat  should  be  washed  thoroughly. 

Meat  should  be  cooked  thoroughly  to  destroy  harmful  bacteria. 

2.  Underline  the  transition  words  in  the  following  paragraph. 

A written  report  is  often  the  most  effective  way  to  communicate  important  information.  But 
some  people  hate  to  write  because  they  find  the  process  difficult  and  time-consuming.  They 
may  also  hate  this  task  because  their  writing  has  been  criticized  in  the  past.  The  following 
guidelines  will  help  you  overcome  these  problems.  They  should  also  help  you  prepare  more 
effective  written  reports. 
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ANSWER  SHEET 

1.  There  are  two  main  points  in  this  list;  “Meat  must  be  handled  properly”  and  “Leftover 
must  be  stored  prdperly.”  The  other  ideas  can  be  grouped  under  these  main  points. 

-=  - Meat  must  be  handled  properly. 

Knives  should  be  washed  after  they  are  used  to  cut  raw  meat 
Cutting  surfaces  used  for  raw  meat  should  be  washed  thoroughly. 

Meat  should  be  cooked  thoroughly  to  destroy  harmful  bacteria. 

- ,-  Leftovers  must  be  stored  properly. 

Bacteria  begins  to  grow  in  leftovers  when  their  temperature  goes  below  185“. 
Partially  eaten  food  should  not  be  kepc 
-,:-i ' : Leftovers  should  not  be  kept  for  more  than  a few  days. 

2. -  ' A written  report  is  often  the  most  effective  way  to  communicate  important  information. 

But  some  people  hate  to  write  because  they  find  the  process  difficult  and  time-consuming. 
They  may  also  hate  this  task  because  their  writing  has  been  criticized  in  the  past.  The 
following  guidelines  will  help  you  overcome  these  problems.  They  should  also  help  you 
prepare  more  effective  written  reports. 

from:  NYS  OMROD  Effective  Writing  Skills  Supplemental  Learning 
Gu  i de 


Theme  Area  II,  Unit  100 
Supplement  2 


PROBLEM  WORDS 


- adapt,  adopt  To  adapt  is  to  modify  something  for  a new  purpose.  To  adopt  is  to  take 
something  over  as  it  is.  A new  manager  who  adopted  her  predecessor’s  policy  wotild  take 
it  over  without  change.  If  she  adapted  her  predecessor’s  policy,  she  would  use  it  with  ’ 
modifications. 


advice,  advise.  Advice  is  a noun.  Advise  is  a verb.  When  people  advise  you,  they  give  you 
advice. 


affect  effect  Affect  means  to  influence.  Your  religious  beliefs  may  affect  your  political 
opinions.  Effect  as  a noun  means  a result  or  consequence.  Doctors  worry  about  the  effects 
of  smoking  on  health.  As  a verb,  effect  means  to  create  or  to  bring  about  The  new  tax  law 
may  effect  radical  changes  in  the  way  people  use  their  credit  cards. 

capital,  capitoL  Capitol  refers  only  to  the  building  in  which  a legislative  body  meets.  Capital 
is  the  correct  word  in  all  other  cases.  Albany  is  the  capital  of  New  York  State.  In  some 
states  murder  is  a capital  offense.  To  start  a business,  you  need  to  raise  capitaL 


complement,  compliment  A complement  completes  something  or  makes  a fitting  addition  to 
something.  Her  scarf  complements  her  hair.  A compliment  is  a bit  of  flattery. 


council,  counseL  A council  is  a group  or  a committee.  A counsel  is  an  attorney.  Counsel  also 
means  advice;  as  a verb,  to  counsel  means  to  give  advice.  When  a counsel  counsels  you, 
she  is  giving  you  counseL 


discreet,  discrete.  Discreet  means  tactful  or  judicious.  Discrete  means  separate  and  distinct 


disinterested,  uninterested.  Disinterested  means  impartiaL  Uninterested  means  indifieient 


flaunt,  flout  Flaunt  means  to  parade.  Flout  means  to  treat  with  contempt 


TIB: 


676 


imply,  infer.  A speaker  implies.  A listener  infers. 


its,  it’s.  Its  is  a.  possessive  pronoun.  It's  is  a contraction  for  “it  is.' 


Ue,  lay.  Ue  means  to  rest  or  recline.  It  never  takes  an  object.-  You  never  lie  something  dovm. 

Present.  Stan  lies  down  after  lunch  every  day. 

P^st:  The  book /ay  on  the  table. 

Past  Perfect  Jan  has  lain  in  a sick  bed  for  days. 

Lay  always  takes  an  object  You  lay  something  down,  but  you  never  lie  something  down. 

1 Present.^  . . _ , 

Past  She  carefully  laid  the  tomatoes  on  the  counter. 

Past  Perfect  I have  laid  the  foundation  for  my  house.  ■ 


principle,  principal.  A prmcip/e  is  a basic  beUef  or  truth.  Aprincipa/ is  the  head  of  a school 
As  an  adjective,  principal  means  main  or  most  important 


from:  NYS  OMRDD 
Guide 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 

STUDY  GUIDE 

THEME  AREA  11 

Career-Related  Career  and  Academic  Skills 
UNIT  101 

Summary  of  the  Writing  Process 
Job  Context:  Effective  Writing  Skills 

Communication  Skills:  Reading  Comprehension;  Writing  Skills 
Objectives: 

• review  guidelines  for  clear  writing 

• use  correct  grammar  and  punctuation 

• prepare  to  write 

• practice  organizing  ideas 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 

• Bazerman  Handbook 

Introduction 

This  unit  will  summarize  the  writing  process.  You  will  practice  applying  the  steps  outlined 
to  a work-related  topic. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  11,  Unit  101).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number 
so  that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

Read  and  study  Chapter  15  in  your  Writing  Skills  Handbook,  pages  101-112.  Highlight 
or  take  notes  on  the  main  ideas.  Understanding  this  text  will  prepare  you  for  Learning  Activity 


Learning  Activity  2 

For  this  Learning  Activity  you  will  practice  the  first  three  steps  outlined  in  this  chapter: 

• Gathering  Ideas 

• Limiting  the  Idea  and  Making  it  Precise 

• Planning 

Pick  one  of  the  following  topics: 

• Purchasing  Food  for  a Community  Home 

• Planning  an  Outing 

• Administering  Medications 

• Staffmg  of  a Community  Home 

• The  Individual  I Work  With 


Complete  each  of  the  steps  listed  above.  Complete  your  work  for  each  step  on  a separate  sheet 
of  looseleaf  paper.  Head  your  sheet  with  the  step  you  are  working  on,  e.g. , Gathering  Ideas. 
Refer  to  the  Writing  Skills  Handbook  as  you  work  and  apply  one  or  more  of  the  suggestions 
given  there. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  from  Learning  Activity  2 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  11 

Career-Related  College  and  Academic  Skills 
UNIT  102 

Understanding  College  Catalogues 


Job  Context:  Preparation  for  PONSI  Course 

Communication  Skills:  Reading  Comprehension;  Writing  Skills 

Objectives: 

• read  and  review  a catalogue  of  course  offerings 

• locate  important  information  in  text 

• improve  comprehension  skills 

• practice  skimming  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

One  of  the  steps  you  may  con^)lete  as  you  detemine  how  to  meet  your  career-related 
college  and  academic  goals  is  to  review  college  catalogues  of  course  offerings.  This  unit  will 
give  you  practice  in  understanding  course  descriptions  as  they  would  appear  in  these 
catalogues. 


Learning  Activities 


Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  11,  Unit  102).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number 
so  that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to. 


Learning  Activity  1 

Supplementing  this  unit  is  a description  of  some  of  the  courses  offered  by  OMRDD.  If 
these  pages  were  part  of  a college  catalogue,  what  would  probably  be  your  purpose  in  reading 
it?  How  would  you  go  about  reading  it  the  first  time  around?  (e.g.,  read  complete  document, 
skim  document,  etc).  Write  your  answers  to  these  questions  on  a sheet  of  looseleaf  paper. 


Learning  Activity  2 

How  does  the  author  of  this  document  organize  the  information  so  it  will  be  easy  for  you 
to  find  the  information  you  need?  Jot  down  your  answer  to  this  question  on  a piece  of  paper. 
Then  answer  the  questions  on  the  Worksheet  in  the  Supplement  Section. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  follovnng  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  from  Learning  Activity  1 

• Your  Worksheet  from  Learning  Activity  2 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  I,  Unit  102 
Supplement 


,1 


The  Directoriv  of  The  National  Pro^am 
on  Noncollegiate  Sponsored  Instniction 
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372  New  York  State  OJpce  of  Mental  Retardation  and  Developmental  Disabiiixies 


NEW  YORK  STATE  OFFICE  OF  MENTAL  RETARDATION 
AND  DEVELOPMENTAL  DISABILITIES 


The  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities  (OMRDD)  is  responsible  for 
developing,  providing,  and  regulating  an  integrated  planning  and  service  system  that  provides  for  the  needs  of  the 
mentally  retarded  and  developmentally  disabled  citizens  of  the  State.  The  OMRDD  system  consists  of  20  service  regions, 
or  Developmental  Disabilities  Service  Offices  (DDSO),  that  directly  serve  some  20,000  people  with  developmental 
disabilities  in  institutional  and  community-based  programs.  To  accomplish  this,  the  current  system  requires  a work 
force  of  28,000  people.  In  addition,  not-for-profit  provider  agencies,  in  partnership  with  OMRDD,  serve  another  20,000 
people  with  developmental  disabilities  in  community-based  programs,  requiring  an  additional  work  force  of  25,000. 

OMRDD  is  conunitted  to  assuring  a highijfiSlity  and  stable  work  force.  In  this  effort,  each  DDSO  has  an  established 
Education  and  Training  Department  that  conducts  a variety  of  courses  to  develop  professional  expertise.  The  overall 
administrative  responsibility  of  this  program  is  with  the  Office  of  Workforce  Planning  and  Development  within  OMRDD. 

Source  of  official  student  records:  Direaor  of  Training  and  Development,  Office  of  Workforce  Planning  and 
Development,  New  York  State  Office  of  Mental  Retardation  and  Developmental  Disabilities,  100  Watervliet  Avenue, 
Albany,  New  York  12206. 


Active  Treatment  and  Therapeutic  Techniques  I 
(A-1301) 

Location:  The  following  Developmental  Disabilities 
Service  Office:  Monroe. 

Length:  42  hours  (8  weeks);  in  addition,  approximately 
80  hours  of  supervised  on-the-job  practicum. 

Dates:  April  1988  — Present 

Objective:  Develop  program  plans  for  developmentally 
disabled  clients;  identify  and  perform  on-the-job  therapeu- 
tic techniques,  such  as  behavior  modification,  daily  li^g 
skills,  communication  skills,  and  personal  hygiene  skills  for 
the  developmentally  disabled. 

Instruction:  Instruction  in  this  course  is  based  on  the 
following  modules  contained  within  the  Direa  Care 
Curriculum  developed  by  OMRDD:  Active  Treatment 
Through  the  Program  Planning  Process,  Be&vior  Obser- 
vation and  Modification,  Daily  living  Skills,  Communi- 
cation Skills  I,  and  Personal  Hygiene.  Topics  include:  team 
process;  assessment;  identification  of  strengths  and  needs; 
writing  goals  and  objectives;  programmed  intervention; 
record  keeping  and  documentation;  behavior  principles; 
methods  for  changing  behavior;  ethical  and  practical  issues  in 
the  use  ofbehavior  modification;  implementation  ofbehavior 
modification  programs;  instruction  techniques  for  teaching 
daily  living  sl^;  task  analysis;  basic  principles  of  effeaive 
communication;  techniques  for  improving  communication 
skills;  skills  to  assist  the  client  in  personal  hygiene.  Mastery  of 
course  content  is  assessed  by  a standardized  comprehensive 
final  examination  administered  on  a statewide  basis.  Student 
skill  attainment  is  measured  using  standardized  competency- 
based  checklists  for  each  module. 

Credit  recommendation:  In  the  lower  division  baccalau- 
reate/associate degree  category,  2 semester  hours  in  Human 
Services,  Community  Residence  Aide  or  Mental  Health 
Therapy  Aide  degree  programs,  or  as  an  eleaive  in  Occupa- 
tional Therapy  Assistant,  Physical  Therapist  Assistant,  or 
other  Allied  HcalihScienccsdegTeeprograms(ll/87).NOTE: 


The  Daily  Living  Skills  module  of  this  course  overlaps  with 
the  Activities  of  Daily  Living  module  of  Recreation  in  Daily 
Living.  If  both  courses  are  completed,  the  combined  credit 
recommendation  is  3 semester  hours  in  the  lower  division 
baccalaureate/associate  degree  category  in  the  appropriate 
discipline  areas  listed. 

Active  Treatment  and  Therapeutic  Techniques  II 
(A<1302) 

Locatioa:  The  following  Developmental  Disabilities 
Service  Office:  J.N.  Adam  (beginning  March  1991). 

Length:  74  hours  (12  weeks);  in  addition,  approxi- 
mately 120  hours  of  supervised  on-the-job  practicum. 

Dates:  October  1989  - PresenL 

ObJectiTes:  Utilize  appropriate  communication  tech- 
niques with  development^y  disabled  persons;  demonstrate 
appropriate  therapeutic  activities,  uc^  positioning,  ranging, 
and  transferring;  design  individual  programs  for 
daily  living  skills;  describe  basic  health  care  for  develop- 
mentally disabled  clients;  perform  basic  health  care 
management  techniques;  identify  and  demonstrate  applica- 
tion of  seleaed  pieces  of  adaptive  equipment. 

Instruction:  Instruaion  in  this  course  is  based  on  the 
following  modules  contained  with  the  Direa  Care  Curri- 
culum developed  by  OMRDD:  Communication  Skills  II, 
Teaching  Daily  Living  Skills,  Basic  Therapeutic  Skills 
Health  Issues,  and  Adaptive  Equipment.  Topics  include: 
anatomy  of  the  speech  mechanism;  normal  development 
of  speech  and  language;  speech  disorders;  augmentative 
communication  techniques;  instructional  methodology  and 
design  of  daily  living  skills  programs;  body  mechanics; 
transfers;  handling  and  relaxation;  positioning  techniques; 
range  of  motion;  major  organ  systems;  disorders  and 
treatment  of  each  system;  the  use  of  seleaed  adaptive 
equipment  ^and  devices.  Laboratory  exercises  involve 
habilitation  techniques,  communication  techniques,  uses  of 
adaptive  equipment/devices,  and  basic  health  care  manage- 
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mem  techniques.  Mastery  of  course  con  lent  is  assessed  by 
a standardize  compr^ensive  final  examination  adminis- 
tered on  a statewide  basis.  Student  skill  attainment  is 
measured  using  standardized  competency-based  checklists 
for  each  module,  (Prerequisite:  Active  Treatment  and 
Therapeutic  Techniques  I [A- 1301].) 

Credit  recommendation:  In  the  lower  division  baccaiau- 
reate/associate  degree  category,  3 semester  hours  (2 
leaure,  1 laboratory)  in  Human  Services,  Community 
Residence  Aide,  or  Mental  Health  Therapy  Aide  degree 
programs,  or  as  an  elective  in  Occupational  Therapy 
Assistant,  Physical  Therapist  distant,  or  other  Allied 
Health  Sciences  degree  programs  (11/87). 

Introduction  to  Developmental  Disabilities 
(A-IOGO) 

Location:  The  followmg  Developmental  Disabilities 
Service  Offices:  Brooklyn  (beginning  April  1988);  J.N. 
Adam  (beginning  March  1991). 

Length:  55  hours  (10  weeks);  in  addition,  approxi- 
mately 100  hours  of  supervised  on-the-job  practicum. 

Dates:  April  1988  — Present. 

Objective:  Identify  and  describe  the  charaaeristics  of 
the  major  developmental  disabilities;  discuss  the  etiology 
of  and  treatment  approaches  for  each  disability;  describe 
normal  development  and  its  relationship  to  developmental 
disabilities. 

Instruction:  Instruction  in  this  course  is  based  on  the 
following  modules  contained  within  the  Direa  Care 
Curriculum  developed  by  OMRDD:  Overview  of  Develop- 
mental Disabiliiies,  Normal  Growth  and  Developrneni, 
Exploring  Values,  Sensory  Disability,  and  Physical  Dis- 
ability. Topics  include:  definition  of  a developmental 
disability,  types  of  developmental  df&bilities;  attitudes; 
charaaeristics  and  service  needs  of  p^ple  with  develop- 
mental disabilities;  normal  development  from  childhood  to 
aged;  the  necessity  for  therapeutic  intervention;  etiological 
charaaeristics;  handicapism;  normalization;  development 
of  central  nervous  system;  normal  and  abnormal  sensory 
motor  integration;  client  observations;  physical  disabilities 
including  cerebral  palsy,  spina  bifi^,  neuromuscular 
diseases,  Down’s  syndrome,  and  arthritis.  Classroom 
practicum  experiences  entail  simulated  and  aaual  treat- 
ment situations  and  treatment  observations.  Mastery  of 
course  content  is  assessed  by  a standardized  comprehen- 
sive final  examination  administered  on  a statewide  basis. 
Student  skill  attainment  is  measured  using  standardized 
competency-based  checklists  for  each  module. 

Credit  recommendation;  In  the  lower  division  baccalau- 
reaie/associaie  degree  category,  3 semester  hours  in 
Human  Services,  Community  Residence  Aide,  Mental 
Health  Therapy  Aide,  or  Occupational  Therapy  Assistant 
degree  programs,  or  as  an  elective  in  Physical  Therapist 
Assistant  or  other  Allied  Health  Sciences  degree  programs 
(11/87). 
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Medication  Administration  (A-1200) 

Location:  The  following  Developmental  Disabilities 
Service  Offices:  Rome,  Broome,  S^cuse,  Westchester 
(beginning  April  1988);  J.N.  Adam  (be^nning  March 
1991);  Wassaic  (beginning  August  1991). 

Length:  35  hours  (2  weeks);  in  addition,  approximately 
30  hours  of  supervised  on-the-job  praaicum. 

Dates:  April  1988  - PresenL 

Objective:  Administer  medications  safely  using  proper 
procedures  to  ensure  unit  dose  accuracy  of  the  right 
medication  by  the  right  route  of  administration. 

Instrnction:  Medications  and  related  issues;  fundamen- 
tals of  medication  therapy,  observing  for  physical  and 
behavioral  problems  and/or  changes;  reporting  and 
recording  physical  and  behavioral  problems  and/or 
changes;  assisting  the  client  when  visiting  a physician  or 
the  pharmacy;  recording  and  storage  of  medications; 
medication  administration;  vitamins  and  minerals;  medi- 
cations that-  affea  the  respiratory  system,  the  cardio- 
vascular system,  the  urinary  system,  the  nervous  system, 
the  endocrine  system,  the  gastrointestinal  system,  the  skin 
and  mucous  membrane,  the  eye  and  ear,  general  and  local 
anti-infeaives;  over-the-counter  medications.  Mastery  of 
course  content  is  assessed  by  a standardized  comprehen- 
sive final  examination  administered  on  a statewide  basis. 
The  student  must  also  administer  medications  to  a 
minimum  of  five  clients  over  three  consecutive  trials  with 
100  percent  accuraqr. 

Credit  recommendation:  In  the  lower  division  baccalau- 
reate/associate degree  category,  2 semester  hours  in 
Nursing  Sciences,  Human  Services,  Community  Residence 
Aide,  Mental  Health  Therapy  Aide,  or  Allied  Health 
Sdences  (11/87). 

Nature  and  Needs  of  People  with 
Developmental  Disabilities  (A-llOO) 

Location:  The  following  Developmental  Disabilities 
Service  Offices:  Newark,  Westchester,  Broome. 

Length:  50  hours  (7  weeks);  in  addition,  approximately 
100  hours  of  supervised  on-the-job  practicum. 

Dates:  April  1988  - Present. 

Objective:  Describe  the  historical  background  of 
services  to  persons  with  developmenul  disabilities;  state 
legal  and  ethical  considerations,  and  explain  principles  and 
philosophies  underlying  servi^  del^ery,  identify  and 
access  community  support  systems  that  address  the  needs 
of  the  developmentalty  disabled- 

instruction:  Instruaion  in  this  course  is  based  on  the 
following  modules  contained  within  the  Direa  Care 
Curriculum  developed  by  OMRDD:  Client  Rights  and 
Legal  Issues,  Normalization,  Family  Relationships,  Soaali- 
zaiion,  Helping  Qients  Adjust  to  Community  Living,  and 
Community  Support  Systems.  Topics  include:  ensuring  the 
rights  of  devclopmentally  disabled  persons;  legal  issues  in 
mental  retardation;  the  social  definition  of  dcviancy;  norm- 
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alization;  reactions  of  the  family  toward  a dcvelopnientally 
disabled  member;  the  meaning  of  socialization  in  the  lives 
of  mentally  retarded  people;  strategies  for  promoting 
socialization;  social  skills  training  techniques;  resources 
and  experiences  in  socialization;  coping  skills  for  trans- 
ition to  community  living;  proc^ures  for  arranging 
services  for  a person  with  a developmental  -disability. 
Qassroom  practicum  experiences  entail  simulated  and 
actual  treatment  situations  and  treatment  observations. 
Mastery  of  course  content  is  assessed  by  a standardized 
comprehensive  final  examination  administered  on  a 
statewide  basis.  Student  skill  attainment  is  measured  using 
standardized  competency-based  checklists  for  each  module. 

Credit  recommendation:  In  the  lower  division  baccalau- 
reate/assodate  degree  category,  3 semester  hours  in 
Human  Services,  Community  Residence  Aide,  or  Mental 
Health  Therapy  Aide  degree  programs,  or  as  an  elective 
in  Allied  Health  Sciences  degree  programs  (11/87). 

Recreatibn  in  Daily  Living  (A-1500) 

Location:  The  following  Developmental  Disabilities 
Service  Office:  J.N.  Adam  (beginning  March  1991). 

Length:  33  hours  (6  weeks);  in  addition,  approximately 
60  hours  of  supervised  on-the-job  practicum. 

Dates:  Oaober  1989  — Present. 

Objective:  Discuss  the  benefits  of  recreation  and  leisure 
time  activities;  assess  recreational  needs  and  develop  goals 
to  meet  those  nedls;  plan  for  successful  Implementation 
of  recreation  programs;  adapt  activities  no  meet  specific 
client  needs;  assist  client  in  becoming  independent  in  daily 
living  skills. 


Inst^uction^  Instruction  in  this  course  is  based  on  the 
following  modules  conuined  within  the  Dirca  Care  Cur- 
riculum developed  by  OMRDD:  Leisure  and  Recreation 
I,  Leisure  and  Recreation  II,«and  Activities  of  Daily 
Living.  Topics  include  : the  value  of  recreation;  consider- 
ations relevant  to  recreation  for  persons  with  develop- 
mental disabilities;  assessment  and  development  of 
recreation  programs;  activity  analysis  and  adaptation; 
theories  of  play  skills  development;  relationship  of 
funaional  levels  to  activities  of  daily  living;  instructional 
techniques  for  teaching  daily  living  skills;  task  analysis; 
methods  for  changing  behavior;  skills  to  assist  clients  in 
personal  hygiene.  Mastery  of  course  content  is  assessed 
by  a standardized  comprehensive  final  examination 
administered  on  a statewide  basis.  Student  skill  attainment 
is  measured  using  standardized  competency-based  check- 
lists for  each  module. 

Credit  reconunendation:  In  the  lower  division  baocalau- 
reate/assodate  degree  category,  2 semester  hours  in 
Human.  Services,  Community  Residence  Aide,  Mental 
Health  Therapy  Aide,  or  Occupational  Therapy  Assistant 
degree  programs,  or  as  an  elective  in  Physical  Therapist 
Assistant  or  other  Allied  Health  Sciences  degree  programs 
(11/87).  NOTE:  The  Activities  of  Daily  Living  module  of 
this  course  overlaps  vrith  the  Daily  living  Skills  module 
of  Active  Treatment  and  Therapeutic  Techniques  L If 
both  courses  are  completed,  the  combined  credit  recom- 
mendation is  3 semester  hours  in  the  lower  division 
baccalaureate/assodate  degree  category  in  the  appropriate 
discipline  areas  listed. 
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THEME  AREA  11,  UNIT  102 


Supplement 

Worksheet 


Answer  these  questions  by  skimming  the  text. 

1.  If  you  could  only  take  one  course  at  the  J.N.  Adam  location,  what  course  would  you  take? 


2.  How  long  is  the  course  Nature  and  Needs  of  People  with  Developmental  Disahilities? 


3.  What  course  would  you  take  if  you  wanted  to  learn  how  to  assist  clients  in  becoming 
independent  in  daily  living  skills? 


4.  How  do  the  instructors  of  the  Active  Treatment  and  Therapeutic  Techniques  courses 
determine  that  their  students  have  learned  the  material  in  the  course? 


5.  What  is  the  credit  recommendation  for  Introduction  to  Developmental  Disability? 


OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 


THEME  AREA  12 

Planning  for  the  Future  and  Eyaluation  of 
Distance  Learning  Program 

UNTTIOS 

Setting  Goals 


Job  Context:  Setting  Short-,  Medium-,  and  Long-Range  Goals  for  Work,  Training,  and 
Education 

Communication  Skills:  Reading  Comprehension;  Writing  Skills;  Problem-Solving 
Objectives: 

• review  the  relationship  between  planning  for  the  future  and  actualizing  your  goals 

• review  setting  of  short-,  medium-,  and  long-range  goals 

• set  goals  in  three  areas:  job,  training,  and  education 

• practice  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  review  the  process  for  planning  and  accomplishing  goals.  You  will  set 
your  short-,  medium-,  and  long-range  goals  for  work,  training,  and  education. 


Learning  Activities 


Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  12,  Unit  103).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number 
so  that  your  Instructor  will  know  what  part  of  the  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity 

Think  about  a "project"  in  your  life  where  you  feel  you've  been  successful.  An  example 
might  be  having  a child,  buying  a house  or  a car,  selecting  a school  for  your  child,  etc.  What 
steps  did  you  take  to  meet  this  goal?  What  obstacles  did  you  have  to  overcome  before  your 
goal  was  accomplished? 

Write  an  e-mail  message  to  your  Instructor  and  discuss  a goal  you've  successfully  met.  Be 
sure  to  edit  and  spell-check  your  work  before  sending  it. 


Learning  Activity  2 

You  may  have  already  discussed  your  goals  or  next  steps  after  you  finish  this  program  with 
your  Distance  Learning  Counselor.  If  you  have,  make  a list  of  some  of  the  tilings  that  you 
discussed. 


Learning  Activity  3 

Supplementing  this  unit  is  a form  entitled  My  Goal/Action  Plan.  Complete  this  form  by 
writing  your  long-range  goals  (over  the  next  3-5  years),  your  medium-range  goals  (what  you 
want  to  accomplish  one  year  from  now),  and  your  short-range  goals  (what  you  plan  to  do  in 
the  next  year).  Answer  the  questions  on  the  bottom  of  the  form.  If  there  is  not  enough  space 
on  the  page,  continue  writing  on  a sheet  of  looseleaf  paper. 


Adapted  from  CASE/CUNY  (1994).  Communication  Skills  for  Psychiatric  Rehabilitation  Curriculum 
Guide  for  Therapy  Aides. 
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WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 


Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  notes  from  Learning  Activity  2 

• Your  worksheet  from  Learning  Activity  3 
Send  bv  e-mail 

• Your  message  from  Learning  Activity  1 


IThis  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  fmish  this  before  the  hour  session 
is  over  you  may  want  to  take  time  to  review  and  check  you  work. 

■■■lllllllllllllliM 


Theme  Area  12,  Unit  103 
Suppi ement 


WIY  GOAL  / ACTION  PLAN 

'A  Goal  is  a Dream  Taken  Seriously’ 


LONG  RANGE  GOALS  (3-5  years) 
Job  Goals  (New  assignments.  responsibifiUes,  Ulles,  promotions) 


Training  Goals  (On-the-job  training,  new  knowledge  and  skills) 


Educational  Goals  (Formal  schooDng  and  courses  outside  of  work) 


MEDIUM  RANGE  GOALS  (1  year  from  now) 
Job  Goals  (New  assignments,  responsjbifities,  etc.) 


Tralrtlng  Goals  (OJT,  new  knowledge,  etc.) 


Educational  Goals  (Formal  schooEng,  etc.) 


My  CoaJ/ActIcn  Plan 
page  2 


SHORT  RANGE  GOALS  (within  the  next  year) 
Job  Goals  (New  assignments,  responsibilities,  etc.) 


Training  Goals  (OJT,  new  knowledge,  etc.) 


Educational  Goals  (Formal  schooling,  etc.) 


To  be  completed  by  (date):. 


y 

Possible  barriers  which  might  prevent  me  from  achieving  these  goals: 


Ways  In  which  I might  overcome  these  barriers  (Include  people  who  might  help): 


. Other  activities  which  might  help: 


From:  CASE/CUNY  (1994).  Communication  Skills  for  Psychiatric  Rehabilitation 

Curriculum  Guide  for  Therapy  Aides. 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  12 

Planning  for  the  Future  and  Evaluation  of 
Distance  Learning  Program 

UNIT  104 

Educational  Opportunities 
Job  Context:  Educational  and  Training  Programs 
Communication  Skills:  Reading  Comprehension;  Writing  Skills 
Objectives: 

• become  familiar  with  educational  and  training  programs  available 

• review  written  material  on  educational  and  training  programs 

• relate  educational  and  training  opportunities  to  own  goals 

• practice  writing  skills 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

In  this  unit  you  will  become  familiar  with  some  of  the  educational  opportunities  available 
for  CSEA-represented  employees. 


Learning  Activities 

Label  a looseleaf  page  with  your  name,  today's  date,  Theme  Area  # and  Unit  # (Theme 
Area  12,  Unit  104).  Head  each  part  of  your  written  work  with  the  Learning  Activity  number 


so  that  your  Instructor  will  know  what  part  of  this  unit  it  applies  to.  Some  of  these  Learning 
Activities  ask  for  your  personal  opinions  or  experiences.  Any  information  you  give  will  be 
kept  confidential. 


Learning  Activity  1 

Turn  back  to  the  worksheet  you  completed  for  Unit  103,  where  you  listed  your  training 
and  educational  goals.  Review  these  goals  in  preparation  for  Learning  Activity  2. 


Learning  Activity  2 

Supplement  1 consists  of  Fact  Sheets  on  educational  programs  provided  through  Project 
Reach  and  LEAP.  Read  these  Fact  Sheets.  Then  answer  the  questions  on  the  worksheet  that 
follows. 


Learning  Activity  3 

In  Supplement  2 are  case  studies  of  two  people  who  decide  to  continue  their  education. 
Read  each  case  study.  Then  e-mail  a message  to  your  Instructor  answering  the  questions  at  the 
end  of  each  case  description.  Be  sure  to  provide  a heading  for  your  message  before  you  start 
writing  so  your  Instructor  will  know  which  case  you  are  discussing.  Be  sure  to  edit  and  spell- 
check your  work  before  sending  it. 


Learning  Activity  4 

Have  you  or  any  of  your  friends  or  co-workers  ever  faced  difficulties  such  as  those  that 
were  described  for  Karen  and  Steven?  If  so,  discuss  the  problem  and  how  it  was  resolved  in 
an  e-mail  message  to  your  Instructor.  Be  sure  to  edit  and  spell-check  your  work  before 
sending  it. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  bv  regular  mail 

• Your  worksheet  from  Learning  Activity  2 
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Send  by  e-mail 


Your  messages  from  Learning  Activities  3 and  4 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
I may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
[is  over  you  may  want  to  take  time  to  review  and  check  your  work. 
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Theme  Area  12,  Unit  Ic^j  Supplement  I 


PROJECT  REACH 

FACT  SHEET 


WHAT  IS  PROJECT  REACH? 

Project  REACH  is  New  York  State's  workplace  skill  enhancement  program  for 
CSEA-  represented  employees.  It  is  the  umbrella  for  a wide  variety  of  projects 
jointly  sponsored  by  the  State  of  New  York  through  the  Governor's  Office  of 
Employee  Relations  (GOER)  and  the  Civil  Service  Employees  Association,  Inc. 
(CSEA). 

WHO  FUNDS  PROJECT  REACH? 

The  program  is  funded  from  monies  negotiated  between  the  State  and  CSEA,  as 
well  as  various  State  and  federal  workplace  literacy  grants. 


WHAT  IS  THE  PROGRAM'S  MISSION? 

The  mission  of  Project  REACH  is  to  enhance  CSEA-  represe.nted  employees'  job 
skills,  enabling  them  to  take  advantage  of  promotional  opportunities  and  access 
other  educational  and  training  initiatives. 

Our  programs  are  designed  to  help  employees  begin  to  explore  their  educational 
potential.  We  prepare  students  to  move  on  to  other  employee  educational 
benefits  such  as  LEAP,  JAC  or  CSEAP. 

WHAT  TYPE  OF  PROGRAMS  DOES  PROJECT  REACH  OFFER? 

Project  REACH  programs  provide  skill  development  in  reading,  writing,  math  and 
other  workplace  competencies.  Major  programs  include: 

n*  Adult  Basic  Education  (AB^:  For  employees  who  need  beginning  level 
reading,  writing  and  math. 

nr  English  as  a Second  Language  (ESL):  For  employees  whose  native  language 
is  not  English  but  who  need  to  learn  to  read  and  write  in  English. 

General  Equivalency  Diploma  (GED):  For  employees  who  would  like  to  obtain 
a high  school  equivalency  diploma  by  taking  ^e  GED  exam. 

a-  College  Preparation:  For  employees  who  need  a refresher  In  reading,  writing, 
or  basic  math  prior  to  returning  to  school  or  beginning  college-level  classes. 

All  of  these  Project  REACH  classes  are  taught  at  the  work  site  by  certified  insbuctors 
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from  local  school  districts/BOCES  or  community  colleges  and  are  designed  for  a 
minimum  of  twelve  participants.  Classes  are  established  as  an  agency  identifies  a need 
for  a particular  type  of  training.  REACH  staff  will  consult  with  agency  management 
and/or  union  representatives  to  customize  programs. 

“*•  Contextual  Skills:  Contextual  skill  enhancement  programs  are  custom 

designed  to  teach  employees  the  skills  needed  to  do  their  jobs  using  the  kinds  of 
materials  and/or  situations  that  are  encountered  in  a specific  work  environment. 

Such  programs  are  highly  effective  because  they  provide  a familiar  learning 
context  and  offer  the  opportunity  to  directly  improve  job  performance. 

Employees  participate  in  the  design  and  development  of  these  programs,  and  in 
mariy  cases,  actual  workplace  materials  and  terminology  are  included  in  the 
curriculum.  Examples  of  current  workplace  skill  programs  for  State  job  titles 
include;  Mental  Health  Therapy  Aides  (MHTAs),  Community  Residence  Aides 
(CRAs),  Youth  Division  Aides  (YDAs),  Commercial  Drivers,  Laundry  Service 
Workers,  and  Boiler  Plant  operators.  Many  additional  workplace  skill  programs 
are  under  development. 

«•  Consulting 

Project  REACH  staff  from  GOER  and  CSEA  are  available  to  consult  with  agency 
and  union  leadership  to  custom  design  a REACH  program  to  meet  your  needs. 

«w  To  Learn  More 

If  you  are  interested  in  finding  out  more  about  Project  REACH  programs,  please 
contact  us  at  (51 8)  473-3939  indicating  your  location  and  the  program  in  which 
you  are  interested. 
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Theme  Area  12,  Unit  10*7  Supplement  I 

LEAP  TUITION  VOUCHER  PROGRAM 

THE  PURPOSE  OF  LEAP 

The  purpose  of  the  Labor  Education  Action  Program  (LEAP)  is  to  provide  educational 
benefits  to  CSEA-represented  State  employees,  enabling  them  to  achieve  greater  career 
mobility  and  promotional  opportunity,  and  to  prepare  for  future  State  workforce  needs. 

ELIGIBILITY  REQUIREMENTS 

In  order  to  be  eligible  to  participate  in  LEAP,  you  must  either  be: 

- a CSEA-represented  State  employee  in  the  Division 

Administrative  Institutional,  or  Operational  Services  Bargaining  Units  (DMNA,  ASU,  ISU,  OSU) 
who  received  k paycheck  dated  May  3,  1995  or  May  10,  1995,  OR  who  was  laid  off  after  June  1, 
1994,  has  not  been  rehired,  and  is  on  a Civil  Service  Preferred  List;  OR 

- an  employee  of  Health  Research,  Inc.,  SUNY  Construction  Fund,  or  the  Teachers’ 
Retirement  System  (HRI,  SUCF,  TRS)  who  received  a paycheck  dated  May  3,  1995. 

Individuals  in  bargaining  units  DMNA,  ASU,.  ISU,  OSU  and  SUCF 
for  LEAP  but  were  on  an  approved  non-disciplmary  leave  without  pay  or  who  were  receiving 
Workers’  Compensation  benefits  during  these  payroll  i^riods  may  also  apply  for  LEAP. 
Documentation  of  either  the  approved  leave  w Worker’s  Compensation  ® 

by  a Personnel  official  and  MUST  BE  ATTACHED  to  the  application  form.  Documentation^ 
specify  the  reason  for  the  leave  as  well  as  the  starting  and  ending  dates.  The  applicants 
bargaining  unit,  agency  code,  and  anniversary  date  (the  date  of  appointment  to  State  service) 

must  also  be  included. 

WHO  WILL  RECEIVE  A LEAP  VOUCHER? 

Vouchers  will  be  awarded  based  upon  available  funding  to 
properly  completed  applications  are  RECEIVED  by  LEAP  on  or  before  5:00  PM  f^ly  14  1W5. 
When  the  negotiated  funding  level  does  not  allow  LEAP  to  award  vouchers  to  all  eligible 

applicants,  a priority  system  (described  on  page  4)  is  used  which  is  b^ed  upon  each 

individual’s  recent  history  with  LEAP  and  anniversary  date  (the  date  of  appointment  to  State 
service).  Vouchers  are  then  awarded,  as  available  funding  will  allow,  to  applicants  in  order 
of  priority. 

WHAT  VOUCHERS  WILL  COVER 

A LEAP  voucher  will  cover  tuition  for  either  ONE  graduate  or  undergraduate  wurse  up  to 
a maximum  of  3 to  4 credits,  OR  ONE  non-credit  course.  All  fees  are  the  students 

responsibility.  The  value  of  a voucher  may  not  exceed  an  amount  equivalent  to  4 credits  at 
the  SUNY  four-year  college  tuition  rate.  (We  are  unable  at  this  time  to  specify  the  niaxinium 
dollar  amount  due  to  a possible  increase  in  SUNY  tuition  rates.  However,  your  voucher  will 
specify  its  maximum  value.) 

••  NEW  FOR  FALL  ’95  ** 

- LEAP  Reimbursement  Program:  Even  if  the  school  you’d  like  to  attend  is  not  listed  in 

this  catalog  as  participating  in  LEAP,  you  may  still  apply  for  a tuition  benefit  through  the 
LEAP  Reimbursement  Program!  If  approved  for  funding,  you  would  be  required  to  pay  for  the 
course  yourself  and  successfully  complete  the  course  with  a passing  grade.  You  would  be 
awarded  a LEAP  voucher  which  would  entitle  you  to  reimbursement  of  tuition  costs,  paid 
directly  to  you,  upon  successful  completion  of  the  course.  Please  see  page  4 of  this  catalog 
for  more  information  on  the  LEAP  Reimbursement  Program. 

- Fees:  In  order  to  extend  LEAP  tuition  benefits  to  as  many  individuals  as  possible, 

LEAP  vouchers  will  no  longer  cover  lab  fees.  Vouchers  may  be  used  to  pay  for  tuition  costs 
only. 
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THEME  AREA  12,  UNIT  104 


Supplement  1 
Worksheet 


1 . Have  you  ever  taken  advantage  of  the  education  benefits  offered  by  Project  REACH  or 
LEAP?  If  so,  describe. 


2.  What  is  the  mission  of  Project  REACH? 


3.  What  class  would  you  enroll  in  if  you  spoke  Spanish? 


698 


4.  What  class  would  you  take  if  your  goal  was  to  apply  for  a position  that  required  a high 
school  diploma? 


5.  What  could  you  do  if  a class  you  wanted  to  take  was  not  offered  at  your  work  site? 


6.  What  is  meant  by  contextual  skills? 
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7.  Would  the  Distance  Learning  Project  be  an  example  of  a contextual  skills  program? 


8. 


What  can  LEAP  vouchers  be  used  for? 
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CSEA/LEAP 


Theme  Area  12,  Unit  IC*|'  Supplement  2 

KAREN  GOES  TO  COLLEGE 

Karen,  a 51  year  old  woman,  wife  and  mother  of  2 grown  4aughters  decided  it 
was  time  to  do  something  with  her  life...but  what?  Her  good  friend  Lisa  said,  "I'm 
going  back  to  school  to  get  my  ntirsing  degree,  why  don't  we  go  together?  I have  an 
appointment  with  an  advisor  at  the  college...come  with  me." ! 

Karen  thought  about  her  friend's  idea  and  mentioned  it  to  her  husband  Jim 
that  evening  at  dinner.  He  thought  it  was  a good  idea,  saying,  "This  way  you  won't 
be  so  bored  .and  maybe  you'll  meet  people."  So  with  Jim's  approval,  Karen  went 
with  Lisa  to  see  the  counselor.  She  was  given  an  interest  and  competency  test  and 
scored  high  in  mathematics  and  logic.  Feeling  good  about  this  information,  Karen 
with  the  help  of  her  advisor  signed  up  for  two  courses  (introductory  level)  in 
computer  programming  and  philosophy. 

In  the  begiiming,  things  went  smoothly.  However,  as  mid-terms  drew  near 
and  assignment  deadlines  approached,  Karen  felt  she  needed  to  spend  more  time  at 
the  library.  She  became  part  of  a study  group  and  enjoyed  the  support  she  received 
from  them  as  well  as  her  new  found  freedom. . However,  one  evening  Jim  began  to 
complain  "How  is  it,  you're  spending  more  time  at  the  library?  I hardly  see  you 
anymore.  And  besides,  Tm  tired  of  eating  these  qtiickie  meals.  You  don't  Hx  those 
meals  we  \ise  to  have...and  you  don't  invite  our  friends  over  any  more?"  On  and 
on  went  the  list  of  complaints,  from  neglecting  Jim  to  the  neglect  of  the  house  and 
"the  way  things  vise  to  be." 

Karen  was  stvmned  by  ^m's  reaction.  Filled  with  guilt,  she  resolved  to  try 
harder  to  please  him.  By  the  end  of  the  semester,  Karen  was  totally  exhausted.  She 
complained  to  her  Mend  saying  "The  pressvires  are  just  too  much.  Am  I doing  the 
right  thing?  Is  it  really  worth  it?  ^m  is  not  happy  ...what  should  I do?" 

QUESTIONS:  What  would  you  say  to  Karen?  How  might  she  begin  to  deal  xoith 
her  situation?  What  would  you  say  to  Jim? 

From  New  Horizons,  by  William  Haponski  and  Charles  McCabe* 
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THE  JILL-STEVEN  STORY 


JiU  is  married  and  mother  of  two  small  children,  ages  five  and  ^ght  and  one 
on  the  way.  Steven,  her  husband  works  for  the  State  of  New  York  as  an  engineering 
technician  (grade  9).  During  his  nine  years  with  the  State,  he  has  only  had  two 
promotions  and  is  unable  to  advance  any  further  without  a two  year  degree. 


Steven  went  to  speak  with  his  supervisor,  and  was  encouraged  to  rehim  to 
college  and  work  towards  an  Associate's  Degree.  He  then  made  an  appointment 
with  an  advisor  in  the  continuing  education  department  at  the  local  community 
college.  The  bottom  line...he  only  needed  18  additional  CTedits  to  finish  his  degree. 
Steven  was  excited  about  his  decision  and  couldn’t  wait  to  tell  Jill.  He  decided  not  to 
let  her  in  on  his  plan  until  he  worked  it  out. 


Upon  hearing  the  news,  Jill  flew  into  a state  of  panic  and  reacted  by  saying: 
"Why  didn’t  you  let  me  in  on  this?  I can’t  believe  you  wouldn’t  ask  me.  You’ll  be 
studying  all  the  time... when  will  you  have  time  for  me  and  the  children?  Will  you  . 
have  to  quit  your  bartending  job  at  night?  What  will  we  do  for  extra  money?' 


Steven  was  surprised  at  Jill’s  reaction.  He  thought  she  would  be  pleased  with 
his  decision.  He  said  to  Jill,  "Don’t  worry,  WL  get  a summer  job.  Ill  have  to  quit  my 
part-time  job  and  attend  school  at  night,  but  it  will  be  worth  it.  Ill  be  in  a better 
position  for  promotions,  you’ll  see.  Maybe  you  can  get  a part-time  job,  Ttil." 

Jill  looked  at  him  in  disbelief.  "What  do  you  think  I do  all  day?  I haven  t 
worked  in  ten  years...are  you  crazy?  Who  will  take  care  of  the  children?  No  Steven, 
Tm  not  going  out  to  work.. I’m  really  upset  with  you." 

Steoenandjmareatapointofeonfliet.  QUESTION:  Whai  do  you  see  as  the  real 
problem?  What  are  their  options? 

from  New  Horizons,  by  William  Haponski  and  Charles  McCabe 
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OMRDD/REACH/CUNY  DISTANCE  LEARNING  PROGRAM 


STUDY  GUIDE 
THEME  AREA  12 

Planning  for  the  Future  and  Evaluation  of 
Distance  Learning  Program 

UNIT  105 

Evaluating  the  Distance  Learning  Program 

Joh  Context:  Educational  and  Training  Programs  Available;  Evaluation  of  Distance 
Learning  Course 

Communication  Skills:  Writing  Skills 
Objectives: 

• evaluate  participation  in  this  Distance  Learning  Program 


Materials: 

• Study  Guide 

• Looseleaf  Paper  and  Pen 


Introduction 

Now  that  you  have  finished  this  Distance  Learning  Program,  we  are  interested  in  your 
evaluation  of  the  program.  Your  comments  on  what  you  liked  and  disliked  and  what  worked 
for  you  or  what  you  feel  should  be  changed  will  be  helpful  to  us  in  planning  this  program  for 
future  participants.  In  this  unit  you  will  evaluate  the  Distance  Learning  Program. 


Learning  Activity  1* 

Supplementing  this  unit  is  a worksheet  with  questions  about  the  Distance  Learning 
Program.  Answer  the  questions  on  this  worksheet. 


Learning  Activity  2 

Write  an  e-mail  message  to  your  e-mail  partner  about  your  participation  in  this  Distance 
Learning  Program.  Would  you  recommend  the  Program  to  others?  Why  or  Why  not?  See  if 
you  and  your  partner  agree.  You  will  not  be  sending  a copy  of  this  message  to  your  Instructor, 
so  feel  free  to  say  whatever  you  wish.  Just  let  your  Instructor  know  that  you  have  done  this 
activity. 


WHEN  YOU  HAVE  COMPLETED  THIS  UNIT: 
Send  the  following  to  your  Instructor: 

Send  by  regular  mail 

• Your  worksheet  from  Learning  Activity  1 

Send  the  following  to  your  e-mail  partner  only: 
Send  bv  e-mail 

• Your  message  from  Learning  Activity  2 


This  is  a self-paced  learning  program.  You  may  have  completed  this  unit  in  one  hour  or  you 
may  want  to  work  on  it  over  more  than  one  session.  If  you  finish  this  before  the  hour  session 
I is  over  you  may  want  to  take  time  to  review  and  check  your  work. 


^ This  Learning  Activity  asks  for  your  personal  opinions  or  experiences.  Any 
information  you  give  will  be  kept  confidential. 
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THEME  AREA  12,  UNIT  105 


Evaluation  of  the  Distance  Learning  Program 


1.  When  you  started  the  Distance  Learning  Program,  what  did  you  hope  to  accomplish? 


2.  Did  you  meet  these  goals?  Explain. 


3.  What  did  you  like  best  about  the  program? 


4.  What  would  you  change  or  do  differently? 


Please  comment  on  the  following: 

5.  Communication  with  your  Instmctor 


6.  Communication  with  your  advisor 


7.  Using  the  All-In-One  e-mail  system 


8.  Using  computer  software 


9.  The  Study  Guide  units 


707 


O 

ERIC 


747 


10.  How  easy  was  it  to  work  on  this  program  at  your  work  site? 


1 1 . Would  you  recommend  this  program  to  another  Direct  Care  Worker? 


12.  Any  other  comments? 
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WORKSHEETS 


THEME  AREA  4 


UNIT  28 


2:  VERBS 


2b 

First  Set 

Circle  the  verb  in  parentheses  that  agrees  with  the  subject  in  the  sentences  below. 

1 . All  of  the  students  (go,  goes)  home  for  the  weekend. 

2.  Each  of  our  41  presidents  (has,  have)  wanted  to  make  a mark  on  history. 

3.  The  idea  that  thousands  of  babies  are  starving  around  the  world  while  she  is  wasting  food 
(bother,  bothers)  Nicole. 

4.  None  of  the  contestants  (know,  knows)  the  answer. 

5.  Either  the  coach  or  the  football  tri-captains  (lead,  leads)  the  pre-game  cheer. 

6.  Ethel,  along  with  her  friends  Mildred,  Alice,  and  Gwenn,  (was,  were)  shooting  baskets  last 
night  in  the  playground. 

7.  Ethel  and  her  friends  Mildred,  Alice,  and  Gwenn  (was,  were)  shooting  baskets  last  night  in 
the  playground. 

8.  Nobody  (know,  knows)  the  trouble  I have  seen. 

9.  The  clowns  that  amuse  my  baby  sister  (laugh,  laughs)  at  their  own  jokes. 

10.  I get  that  feeling  that  no  one,  not  even  the  people  in  the  White  House,  the  CIA,  or  the  FBI, 
(understand,  understands)  everything  about  the  crisis. 

11.  A number  of  mountains  in  Colorado  (is,  are)  over  14,000  feet  tall. 

12.  She  and  I (talk,  talks)  every  day  about  philosophy  and  Confucianism. 

13.  There  (is,  are)  five  reasons  for  you  to  vote  this  year. 

14.  The  fishing  buddies  of  my  uncle  Fred,  who  never  (bring,  brings)  home  a thing  for  my 
Aunt  Mara,  showed  up  for  his  birthday  party. 

15.  The  data  on  cigarette  smoking  (is,  are)  hard  to  ignore. 
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2:  Verbs 


2b 

Second  Set 

Circle  the  verb  in  parentheses  that  agrees  with  the  subject  in  the  sentences  below. 

1.  Each  of  the  football  players  (get,  gets)  a chance  to  play  in  every  game. 

2.  One  of  the  orchestra  members,  ten  of  whom  (was,  were)  out  sick  with  the  flu,  (was,  were) 
responsible  for  introducing  the  conductor. 

3.  Either  Milt  or  Wanda  or  Frank  (is,  are)  going  to  run  for  president,  and  all  of  us  (have,  has) 
pledged  to  support  the  others. 

4.  IBM™  (employ,  employs)  thousands  of  people. 

5.  A group  of  us  (drive,  drives)  to  the  beach  every  Sunday;  most  of  us  (show,  shows)  up  with 
a sunburn  on  Monday. 

6.  A number  of  protesters,  police,  and  innocent  bystanders  often  (suffer,  suffers)  injury 
during  protests  in  South  Korea. 

7.  Some  people  think  that  the  RoUing  Stones  (is,  are)  the  best  rock  band  around. 

8.  There  (was,  were)  an  otter  and  three  whales  at  Pt.  Lobos  that  day. 

9.  Either  the  nurses  or  the  doctor  (check,  checks)  in  on  him  every  day. 

10.  Horror  novels  (is,  are)  a genre  that  I read  avidly. 

1 1.  The  home  unit  of  the  soldiers  who  (were,  was)  lost  last  week  (is,  are)  throwing  a party  for 
them  today. 

12.  Natty  Bumppo,  like  Cooper’s  other  heroes,  Uncas  and  Chingachgook,  (know,  knows)  the 
woods  better  than  seems  humanly  possible. 

13.  A high  percentage  of  the  people  at  the  football  game  (consume,  consumes)  too  many  hot 
dogs  each  Sunday. 

14.  A majority  of  the  council  (has,  have)  decided  to  make  city  hall  into  an  historical 
monument. 

15.  Peas  (is,  are)  his  favorite  vegetable. 
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THEME  AREA  5 


UNIT  40 


1:  SENTENCE  FORM 


la 


First  Set 


Find  the  subject  and  verb  in  the  sentences  below  and  mark  them  like  this:  Subject  Verb.  If  a 
sentence  contains  an  object  or  verb  completer,  mark  them  like  this: 


Example:  Betsv  smashed  the  serves.  Her  shoulder  will  feel  sore  tomorrow. 

1.  Benjamin  Franklin  adopted  the  name  “Poor  Richard”  to  write  his  almanac. 

2.  Martina  Navratilova  hits  beautiful  volleys. 

3.  Agent  Orange  defoliated  millions  of  acres  in  Vietnam. 

4.  There  are  50  chickens  in  this  pen. 

5.  Racism  and  sexism  are  social  diseases. 

6.  You  may  feel  sick  because  of  your  sunburn. 

7.  Jimmy  Brown  ran  harder  than  any  other  football  player. 

8.  Pregnant  women  should  not  handle  cat  litter  boxes. 

9.  An  early  recording  device  was  the  wire  recorder. 

10.  Fertilizing  your  lawn  in  the  spring  means  more  mowing  in  the  summer. 

1 1 . Jason  hates  hot  dogs. 

12.  Having  seen  other  Allen  films,  Marie  wanted  to  see  Manhattan. 

13.  Many  nursery  rhymes  contain  hidden  meanings. 

14.  Roberta  slept  all  night. 

15.  In  the  process  of  electing  a new  chairperson,  the  commission  voted  31  times. 
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1:  Sentence  Form 


la 


Second  Set 


Find  the  subject  and  verb  in  the  sentences  below  and  mark  them  like  this:  SubjgCl  ^^^b.  If  a 
sentence  contains  an  object  or  verb  completer,  mark  them  like  this: 


verb  completer 


Example:  Betsv  smashed  the  serves.  Her  shoulder  will  feel  sore  tomorrow. 

1.  Many  people  erroneously  think  that  Mt.  Washington  is  the  highest  mountain  east  of  the 
Mississippi. 

2.  Ticks  can  live  for  years  without  eating  or  moving. 

3.  John  Banvard  painted  the  world’s  largest  painting,  which  covered  1.3  acres. 

4.  In  spite  of  all  the  nasty  things  Kate  said  about  Sandra,  they  still  played  basketball  together 
as  if  they  knew  each  other’s  minds. 

5.  Kurt  Vormegut’s  novel  Slaughterhouse  Five  tries  to  make  people  more  aware  of  the 
bombing  of  Dresden  in  World  War  II. 

6.  From  1938  to  1953,  the  Duchess  of  Windsor  reigned  as  the  world’s  Best  Dressed  Woman. 

7.  A batter  who  bunts,  placing  the  bat  parallel  to  the  ground  in  hopes  of  getting  the  ball  to 
roll  slowly  down  the  baseline,  can  be  more  effective  than  a home  run  king. 

8.  In  1800,  John  Jay,  Chief  Justice  of  the  Supreme  Court  and  President  of  the  New  York 
Manumission  Society,  still  owned  five  slaves. 

9.  Very  few  people  are  actually  attacked  by  sharks. 

10.  Without  really  understanding  what  she  was  doing,  Matty  insulted  the  host,  the  hostess,  and 
their  religion. 

11.  EUie  seems  depressed. 

12.  Although  the  Beatles  certainly  should  get  credit  for  popularizing  rock  music,  to  a large 
extent  they  were  copying  black  American  artists. 

13.  The  National  Rifle  Association,  a powerful  lobbying  group,  fought  against  such  things  as 
the  harming  of  “cop-killer”  bullets. 

14.  Under  the  agreement  they  signed  before  they  took  the  vows,  which  was  notarized  by  a 
judge,  both  Mr.  and  Mrs.  Moneybags  will  give  all  their  money  to  charity  if  they  ever 
divorce. 

15.  According  to  my  eighth-grade  football  coach,  the  best  offense  is  a good  defense. 
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lb 

First  Set 

Some  of  the  groups  of  words  below  are  sentence  fragments,  and  others  are  complete  sentences. 
Maik  the  complete  sentences  C in  the  space  provided.  Mark  the  fragments  by  identifying  the 
type  of  fragment,  using  these  codes: 

DWF  descriptive  word  group  fragment  TOF  to  form  of  verb  fragment 

NVF  no-verb  fragment  -ING  F -ing  form  of  verb  fragment 

NSF  no-subject  fragment  DEP  F dependent  word  group  fragment 

Then,  correct  the  fragments. 

Example:  NSF  Liked  the  new  teacher 

1.  Because  she  felt  guilty  about  testifying  against  him. 

2.  You  can  take  the  exam  today  if  you  want.  Or  take  it  tomorrow. 

3.  Avoid  fragments. 

4.  He  knew  what  he  wanted  to  do.  To  win  a seat  in  the  Senate. 

5.  He  ran  home.  Crying  all  the  way. 

6.  She  watched  Gerald  Ford  playing  golf.  The  only  person  ever  to  become 

president  without  winning  a national  election. 

7.  Matilda  the  Marvelous  Mime.  She  could  make  you  see  a cage  where  there  was 

nothing  but  air. 

8.  Knowing  that  my  uncle  Ferd  would  tan  my  hide.  I decided  not  to  return  to  my 

cousins’  house  that  Saturday. 

9.  All  afternoon,  Branford  kept  his  eyes  out  for  a certain  girl.  The  one  he  had 

seen  at  the  dance  the  night  before. 

10.  To  win  the  lottery!  That  would  be  a lot  of  fun. 

11.  Barney  was  a typical  know-it-all.  Knew  ever3dhing  except  when  to  keep  quiet. 

12.  While  ex-President  Reagan  uses  his  status  to  make  millions  from  Japanese 

companies.  Ex-president  Carter  builds  houses  for  the  poor. 

13.  He  received  the  company’s  highest  award.  For  being  loyal  and  creative  for  30 

years. 

14.  It  was  sad  he  had  to  give  up  milkshakes.  His  favorite  drink. 

15.  Although  he  never  could  tell  right  from  wrong.  He  became  a judge. 
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Second  Set 

Some  of  the  groups  of  words  below  are  sentence  fragments,  and  others  are  complete  sentences. 

Mark  the  complete  sentences  C in  the  space  provided.  Mark  the  fragments  by  identifying  the 

type  of  fragment,  using  these  codes: 

DWF  descriptive  word  group  fragment  TOF  to  form  of  verb  fragment 

NVF  no-verb  fragment  -ING  F -ing  form  of  verb  fragment 

NSF  no-subject  fragment  DEP  F dependent  word  group  fragment 

Then,  correct  the  fragments. 

Example:  NSF  Liked  the  new  teacher 

1.  Having  just  heard  the  news  about  the  attempted  assassination.  I got  on  the 

phone  to  call  Monty. 

2.  Because  the  earth  is  round.  You  see  the  tops  of  approaching  ships  before  you 

see  their  hulls. 

3.  My  brother  and  his  wife  named  their  baby  after  an  Indian  chief,  Tecumseh. 

The  one  who  tried  to  unite  Indians  against  whites. 

4.  Because  I have  the  money.  I’ll  go  to  the  concert.  Because  Robert  doesn’t,  he 

won’t. 

5.  Bob  Dylan,  my  favorite  singer.  He  turned  50  in  1991,  but  he’s  still  growling 

strong. 

6.  The  hit  and  run  driver  just  drove  away  from  the  scene.  Struck  an  old  lady  and 

her  dog! 

7.  He  knows  too  much.  To  be  working  a job  like  that. 

8.  Knowing  the  president,  the  pope,  Frank  Sinatra,  and  Billy  Joel.  All  that  didn’t 

help  Richard  when  he  contracted  cancer. 

9.  While  the  monster  was  growing  slowly,  feeding  on  small  birds  and  rodents  that 

were  unfortunate  enough  to  stumble  into  his  lair.  People  were  living  within  100 
yards,  fearing  nothing. 

10.  Whereas  Julie  LaBelle  has  given  ten  years  to  the  town  of  Podunk.  We  are  proud 

to  give  her  this  award. 

11.  A fawning,  illiterate,  rude,  boorish  oaf.  You  can  tell  I don’t  think  much  of  my 

brother-in-law. 

12.  Michael  Jackson,  the  most  popular  entertainer  of  the  1980s  and  one  of  the 

world’s  most  eligible  bachelors.  Some  people  liked  him  better  when  he  was  just 
one  of  the  kids  in  the  Jackson  5. 
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First  Set 

Some  of  the  following  sentences  are  run-ons  because  they  are  not  combined  correctly.  Others 

are  correct.  Make  any  changes  that  are  necessary  to  correct  the  run-on  sentences.  Write  a C next 

to  correct  sentences. 

1 . Rhode  Island  is  the  smallest  state  it  has  a lot  of  coastline. 

2.  Those  flowers  are  very  pretty,  they  don’t  have  any  smell. 

3.  Although  your  uncle  is  a very  smart  man  and  knows  his  way  around  a car,  he  shouldn’t  try 
to  repair  major  engine  problems  on  the  interstate  on  a Sunday  in  the  pouring  rain  without 
tools. 

4.  The  so-called  marriage  tax  means  that  married  people  sometimes  pay  more  than  they 
would  if  they  were  just  living  together  that  doesn’t  make  sense. 

5 . Yes,  I called  Maureen,  I called  Jack. 

6.  It  seems  as  though  every  town  has  an  Elm  Street  is  a popular  name. 

7.  Manny  brought  the  cake,  Marty  brought  the  ice  cream,  and  I brought  enough  soda  for  an 
army. 

8.  The  problem  with  the  free  market  is  that  it  doesn’t  take  into  account  pollution,  pollution 
can  be  very  costly. 

9.  Some  people  love  celebrating  their  birthdays,  some  people  would  just  as  soon  forget  them. 

10.  Laws  requiring  motorcyclists  to  wear  helmets  are  very  controversial  they  don’t  make  sense 
to  some  people. 

11.  Matt  thinks  Babe  Ruth  was  a better  baseball  player  than  Hank  Aaron,  Babe  could  pitch  as 
well  as  hit. 

12.  Women  still  can’t  vote  in  most  of  Switzerland,  they  call  it  a democracy. 

13.  For  all  I know,  Mark  is  still  living  in  Beavertown,  enjoying  his  life,  having  forgotten  about 
senior  year  and  that  stupid  bet  he  made  that  caused  so  much  trouble. 

14.  My  mother  always  said,  “Don’t  run  down  the  stairs,”  she  was  right. 

15.  Peggy  won’t  watch  TV  late  at  night,  it  keeps  her  awake. 
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Second  Set 

Some  of  the  following  sentences  are  run-ons  because  they  are  not  combined  correctly.  Others 
are  correct.  Make  any  changes  that  are  necessary  to  correct  the  run-on  sentences.  Write  a C next 
to  correct  sentences. 

1 . In  1958,  a wave  washed  1740  feet  high  along  the  shore  of  Lituya  Bay,  Ala.ska,  it  was  caused 
by  a landslide. 

2.  Johrmy  Mathis’s  Greatest  Hits  album  stayed  on  the  best  seller  charts  for  490  weeks,  that 
period  was  from  late  1958  to  July  1968. 

3.  Having  seen  the  devastation  caused  by  the  hurricane,  we  should  have  been  prepared  for  the 
next  one,  but  in  fact,  when  the  next  one  hit  only  two  years  later,  it,  too,  came  as  a big 
surprise. 

4.  Gymnastics  is  her  favorite  sport,  she  really  loves  the  balance  beam. 

5.  Chess  is  a thinking  person’s  game,  one  mental  mistake  can  ruin  a strategy  you’ve  spent 
hours  setting  up. 

6.  Heloise  gives  household  hints  I particularly  liked  her  method  of  getting  cat  fur  off  of  good 
clothes. 

7.  The  city  of  the  golden  gate  is  San  Francisco  is  where  I want  to  go  on  my  next  vacation. 

8.  Jack  Kerouac  wrote  at  his  typewriter  with  long  continuous  rolls  of  paper,  he  didn’t  have  to 
waste  time  sticking  in  a new  sheet. 

9.  He  loved  ‘The  Rocky  and  BuUwinkle  Show,”  Fractured  Fairy  Tales  was  his  favorite  part. 

10.  Upon  hearing  of  the  death  of  his  Aunt  Margaret,  that  feisty  New  Englander  who  thought 
she  could  do  anything  and  did,  Wilber,  who  had  always  been  very  much  in  awe  of  her, 
wondered  if  she  really  could  have  died  or  if  somehow  she  could  beat  death  too. 

11.  Our  baby  likes  to  eat  raw  tofu,  we  think  it’s  odd,  but  we’re  not  complaining. 

12.  Mrs.  Pingree  was  the  best  gym  teach  I ever  had,  her  assistant  Mrs.  Maple  kept  us  in  line. 

13.  Dachshunds  are  built  low  to  the  ground,  sometimes  it  seems  as  though  they  have  no  legs 
at  all. 

14.  Birthday  parties  can  cut  both  ways,  some  folks  love  them  but  they  make  other  people 
feel  old. 

15.  She  sprinted  for  the  last  50  yards,  but  despite  her  effort,  and  despite  the  years  of  training 
she  had  put  into  her  running,  she  couldn’t  catch  her  arch-rival,  who  won  the  mile  in  record 
time. 
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11:  NUMBERS 


11 

First  Set 

Correct  any  misuse  of  figures  in  the  sentences  below.  If  a sentence  is  correct,  mark  it  with  a C. 

1 . 1492  may  not  be  as  important  a date  as  people  once  thought,  but  it  may  have  been  the  1st 
time  a Southern  European  saw  America. 

2.  I ran  5 miles  today,  three  miles  yesterday,  and  8 miles  Sunday. 

3.  My  grandfather  made  $1,000,000  before  he  was  28  years  old. 

4.  Of  the  eleven  people  at  the  party,  7 were  old  friends,  2 were  colleagues,  and  two  were 
relatives. 

5.  On  December  seventh,  nineteen  forty-one,  100s  of  Japanese  planes  attacked  Pearl  Harbor. 

6.  I was  only  making  $5  an  hour,  but  that  was  2 times  my  old  wage. 

7.  The  Giants  beat  the  Cowboys  by  3 field  goals,  twenty- seven  to  18. 

8.  $10  an  hour  equals  $400  for  a forty-hour  work  week  or  $20,000  a year. 

9.  When  the  Europeans  began  settling  in  the  new  world  in  the  17th  century,  there  were 
millions  of  Indians  on  the  continent  and  perhaps  60,000,000  bison  on  the  plains. 

1 0.  Interstate  seventy  travels  parallel  to  the  old  U.S.  Route  forty. 

11 

Second  Set 

Correct  any  misuse  of  figures  in  the  sentences  below.  If  a sentence  is  correct,  mark  it  with  a C. 

1 . Of  the  eleven  members  of  the  starting  offense,  3 weighed  over  two-fifty,  but  they  still  got 
shut  out,  24  to  zero. 
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1 1 : Numbers 


2.  4 times  this  year  I’ve  asked  you  to  keep  your  3 dogs  out  of  my  yard,  and  now  I’m  going 
to  have  the  cops  arrest  you  for  violation  of  city  ordinance  number  five-thirty-one. 

3.  I was  amazed  that  the  lawyer  could  charge  one-hundred-ninety-five  dollars  an  hour,  but 
then  I found  that  they  rented  their  offices  at  number  I Beacon  Street  for  I thousand 
dollars  a week. 

4.  Although  people  in  the  U.S.S.R.  and  Ecuador  are  reportedly  over  one  hundred  forty  years 
old,  authorities  doubt  if  anyone  reaUy  lives  to  be  much  older  than  1 10. 

5.  When  Rondo  was  bom,  he  weighed  8 pounds  4 ounces;  on  June  five,  when  he  was  I,  he 
weighed  just  over  twenty-three  pounds. 

6.  Bob  Dylan  turned  fifty  in  1991. 

7.  If  you  made  $5  an  hour,  40  hours  a week,  for  100  years,  you’d  be  a millionaire — if  you 
never  spent  a cent. 

8.  One  million  dollars  is  a lot  of  money,  but  after  taxes  you’d  be  lucky  to  have  seven- 
hundred  and  twenty-thousand. 

9.  Vincent  Chang  bought  a new  watch  for  $15.95,  a burger  for  $1.97,  and  a milk  shake  for  a 
buck  fifty,  but  he  still  didn’t  know  whether  it  was  two-fifteen  or  three-fifteen  because  he 
hadn’t  set  his  watch. 

10.  Two  thousand  pounds  equals  a ton,  or  32,000  ounces. 
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14:  SPELLING 


14 

First  Set 

Circle  the  correctly  spelled  word  in  parentheses  for  each  sentence  below. 

1 . She  was  an  old  (aquaintance,  acquaintance):  I couldn’t  really  call  her  a (friend,  freind). 

2.  I was  so  (embarassed,  embarrassed)  when  the  coach  handed  me  the  award,  I blushed  red  as 
a (beat,  beet). 

3.  Sometimes  it  takes  a whole  day  for  The  (Grateful,  Greatful)  Dead  to  set  up  its  (equipment, 
equiptment). 

4.  In  the  (beginning,  begining),  my  writing  contained  a lot  of  (repetition,  repitition). 

5.  Jane  was  the  only  (woman,  women)  I ever  knew  who  could  beat  me  in  arm  (wrestling, 
restling). 

6.  (Knights,  Nights)  used  to  ride  horses,  while  their  (aides,  aids)  often  walked. 

7.  Most  young  people  want  (independence,  independance)  from  their  parents,  but  they  don’t 
want  ^ the  (responsability,  responsibility)  that  comes  with  it. 

8.  In  the  U.S.,  few  banks  accept  (foreign,  forein)  (currancy,  currency). 

9.  He  stood  (stationary,  stationery)  in  the  (cemetery,  cemetary). 

10.  There  are  too  many  (tomatoes,  tomatos)  in  the  soup  and  not  enough  (carrotts,  carrots). 

1 1.  Did  he  say  that  was  (forty,  fourty)  years  ago  or  (ninty,  ninety)? 

12.  He  is  so  (knowledgeable,  knowledgable)  that  he  gets  into  a lot  of  (arguments,  arguements). 

13.  He  (already,  allready)  has  a million  dollars,  so  does  he  need  (alot,  a lot)  more? 

14.  The  lavish  (accommodations,  accomodations)  were  (unnecessary,  unneccessary). 

15.  His  (grammar,  grammer)  is  good,  but  he  (mispells,  misspells)  too  much. 


Copyright  © Houghton  Mifflin  Company.  All  rights  reserved. 


Ill 


764 


112 
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14 

Second  Set 

Circle  the  correctly  spelled  word  in  parentheses  for  each  sentence  below. 

1 . There  were  three  (altos,  altoes)  in  the  choir  and  no  (banjoes,  banjos). 

2.  Make  yourself  (comfortable,  comfortible);  soon  the  moon  wiU  be  (visable,  visible). 

3.  First  draw  a (verticle,  vertical)  line,  then  a (horizontle,  horizontal)  one. 

4.  It  is  (inconceiveable,  inconceivable)  that  he  could  be  that  (guUible,  guUable). 

5.  One  more  (mistake,  misteak)  and  you’ll  get  to  take  a permanent  (break,  brake)  from 
this  job. 

6.  He’s  always  (been,  bin)  a good  boy,  but  he  shouldn  t (of,  have)  bought  that  car. 

7.  When  the  general  took  over,  he  imposed  (martial,  marshall)  law  and  became  a (dictator, 
dictatour). 

8.  The  (foreigners,  forigners)  had  trouble  seeing  the  (hieghts,  heights)  because  of  the  smog. 

9.  What  we  need  is  more  (heros,  heroes)  in  our  nation’s  (ghettos,  ghettoes). 

10.  Each  (citizen,  citicen)  should  (exercize,  exercise)  his  or  her  right  to  vote. 

11.  She  was  very  (surprised,  suprised)  to  see  that  her  niece  smoked  (cigarettes,  cigarrettes). 

12.  He  is  going  to  (procede,  proceed)  with  his  (carreer,  career)  in  music. 

13.  The  last  (occurrence,  occurence)  of  an  eclipse  was  viewed  by  (professor,  proffessor)  Robin 
Mauch. 

14.  Are  you  going  to  (pursue,  persue)  that  idea  (thoroughly,  thoroly)? 

15.  As  soon  as  he  got  his  (license,  licence),  he  crashed  his  father’s  sports  (coup,  coupe). 
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2:  VERBS 


2b 

First  Set 

These  words  should  be  circled: 


1. 

go 

2. 

has 

3. 

bothers 

4. 

knows 

5. 

lead 

6. 

was 

7. 

were 

8. 

knows 

9. 

laugh 

10. 

understands 

11. 

are 

12. 

talk 

13. 

are 

14. 

brings 

15. 

are 
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2:  Verbs:  Answers 
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2b 

Second  Set 

These  words  should  be  circled; 

1 . gets 

2 . were,  was 

3.  is,  have 

4.  employs 

5 . drives,  show 

6.  suffer 

7.  is 

8 . were 

9.  checks 

10.  are 

1 1 . were,  is 

12.  knows 

13.  consume 

14.  has 

15.  are 

2c 

First  Set 

1.  I’ve  never  run  so  hard  in  my  life  as  I did  getting  away  from  those  hornets. 

2.  What  are  you  doing  in  there? 

3.  We  had  driven  15  miles  before  Mark  told  us  about  the  accident  he  had  backing  out  of  the 
driveway. 

4.  C 

5 . After  the  shouting  incident  with  Mr.  Raymond,  Willard  walked  tall  as  he  headed  for  the 
principal’s  office. 

6.  I knew  all  about  how  that  money  disappeared,  but  nobody  asked  me. 
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First  Set 

1.  Bp-niamin  Franklin  adopted  the  (nSne^'Toor  Richard”  to  write  his  almanac. 

2.  Martina  Navratilova  hits  beautiful  ^oUe^  . 


3.  Agent  Orange  defoliated  Cgiliior^  of  acres  in  Vietnam. 

4.  There  are  50  chickens  in  this  pen. 

5.  Racism  and  sexism  are  social  diseases  | . 

6.  You  may  feel  fsici^  because  of  your  sunburn. 

7.  -Timmy  Brown  ran  harder  than  any  other  football  player. 

8 . Pregnant  women  should  not  handle  cat  litter  ^oxe^. 


9.  An  early  recording  device  was  the  wire  recorder 


10.  Fertilizing  your  lawn  in  the  spring  means  more  mowing  in  the  summer. 

11.  Jason  hates  hot  (5^og^. 


1 2 . Having  seen  other  Allen  films,  Marie  wanted  to  see  Manhattan. 


13.  Many  nursery  rhymes  contain  hidden  Qneaningj^. 

14.  Roberta  slept  all  night. 

15.  In  the  process  of  electing  a new  chairperson,  the  commission  voted  31  times. 


er|c 


114 


( p J 
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Second  Set 

1 . Many  people  erroneously  think  that  Mt.  Washington  is  the  highest  mountain  east  of  the 
Mississippi. 

2.  Ticks  can  live  for  years  without  eating  or  moving. 

3.  John  Banvard  painted  the  world’s  largest  ^pmnting),  which  covered  1.3  acres. 


4.  In  spite  of  all  the  nasty  things  Kate  said  about  Sandra,  they  still  played  ^b^etb^^ 
together  as  if  they  knew  each  other’s  minds. 

5.  Kurt  Vonnegut’s  novel  <'^|[^ughterhouseFive]^  tries  to  make  people  more  aware  of  the 
bombing  of  Dresden  in  World  War  II. 

6.  From  1938  to  1953,  the  Duchess  of  Windsor  reigned  as  the  world’s  Best  Dressed  Woman. 

7.  A batter  who  bunts,  placing  the  bat  parallel  to  the  ground  in  hopes  of  getting  the  ball  to 
roll  slowly  down  the  baseline,  can  be  more  ^^ectiv^  than  a home  run  king. 

8.  In  1800,  John  Jav.  Chief  Justice  of  the  Supreme  Court  and  President  of  the  New  York 
Manumission  Society,  still  owned  five  ^av^. 


9.  Very  few  people  are  actually  attacked  by  shades. 

10.  Without  really  understanding  what  she  was  doing,  Mattv  insulted  the  ^o^,  the  ^ostess^, 
and  their  ^ligio^. 


1 1 .  Elbe  seems 


depressed 


12.  Although  the  Beatles  certainly  should  get  credit  for  popularizing  rock  music,  to  a large 
extent  they  were  copying  black  American  ^rtist^  . 


13.  The  National  Rifle  Association,  a powerful  lobbying  group,  fought  against  such  things  as 
the  harming  of  “cop-killer”  bullets. 

14.  Under  the  agreement  they  signed  before  they  took  the  vows,  which  was  notarized  by  a 
judge,  both  Mr.  and  Mrs.  Moneybags  will  give  all  their  ^one^  to  charity  if  they  ever 
divorce. 


15.  According  to  my  eighth-grade  football  coach,  the  best  offense  ig  a good  I defense 
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First  Set 

1 . DEP  F 

She  felt  guilty  about  testifying  against  him. 

2.  NSF 

You  can  take  the  exam  today  if  you  want.  Or  you  can  take  it  tomorrow. 

3.  C 

4.  TOF 

He  knew  what  he  wanted  to  do.  He  wanted  to  win  a seat  in  the  Senate. 

5.  -INGF 

He  ran  home,  crying  all  the  way. 

6.  DWF  ^ , 

She  watched  Gerald  Ford  playing  golf.  He  is  the  only  person  ever  to  become  president 

without  winning  a national  election. 

7.  NVF 

Matilda  the  Marvelous  Mime  could  make  you  see  a cage  where  there  was  nothing  but  air. 

8.  -INGF  . , 

Knowing  that  my  uncle  Ferd  would  tan  my  hide,  I decided  not  to  return  to  my  cousins 

house  that  Saturday. 

9 DWF 

AU  afternoon,  Branford  kept  his  eyes  out  for  the  girl  he  had  seen  at  the  dance  the  night 
before. 

10.  TOF 

To  win  the  lottery  would  be  a lot  of  fiin. 

11-  NSF  . 

Barney  was  a typical  know-it-all.  He  knew  everything  except  when  to  keep  quiet. 

12.  DEPF 

While  ex-President  Reagan  uses  his  status  to  make  millions  from  Japanese  companies,  ex- 
president Carter  builds  houses  for  the  poor. 

13.  DWF 

He  received  the  company’s  highest  award  for  being  loyal  and  creative  for  30  years. 

14.  NVF 

It  was  sad  he  had  to  give  up  milkshakes,  his  favorite  drink. 

15.  DEPF 

Although  he  never  could  tell  right  from  wrong,  he  became  a judge. 
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Second  Set 


1. 


2. 


3. 


4. 

5. 

6. 


7. 


8. 


9. 


10. 


11. 


12. 


13. 


-INGF 

Having  just  heard  the  news  about  the  attempted  assassination,  I got  on  the  phone  to  call 
Monty. 

DEPF 

Because  the  earth  is  round,  you  see  the  tops  of  approaching  ships  before  you  see  their 
hulls. 

DWF 

My  brother  and  his  wife  named  their  baby  after  an  Indian  chief,  Tecumseh,  who  tried  to 
unite  Indians  against  whites. 

C 

NVF 

Bob  Dylan,  my  favorite  singer,  turned  50  in  1991,  but  he’s  still  growling  strong. 

NSF 

The  hit  and  run  driver  just  drove  away  from  the  scene  after  striking  an  old  lady  and  her 
dog. 

TOF 

He  knows  too  much  to  be  working  a job  like  that. 

-ING  F 

Knowing  the  president,  the  pope,  Frank  Sinatra,  and  Billy  Joel  didn’t  help  Richard  when  he 
contracted  cancer. 

DEPF 

While  the  monster  was  growing  slowly,  feeding  on  small  birds  and  rodents  that  were 
unfortunate  enough  to  stumble  into  his  lair,  people  were  living  within  100  yards,  fearing 
nothing. 

DEPF 

Whereas  Julie  LaBelle  has  given  ten  years  to  the  town  of  Podunk,  we  are  proud  to  give  her 
this  award. 

DWF 

I consider  my  brother-in-law  a fawning,  illiterate,  rude,  boorish  oaf.  You  can  tell  I don’t 
think  much  of  him. 

NVF 

Michael  Jackson  was  the  most  popular  entertainer  of  the  1980s,  and  he  is  one  of  the 
world’s  most  eligible  bachelors.  But  some  people  liked  him  better  when  he  was  just  one  of 
the  kids  in  the  Jackson  5. 

NSF 

He  was  shot  down  like  a dog!  That’s  no  way  for  a good  cop’s  life  to  end. 
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14.  TOF 

The  topic  for  today’s  seminar  is  to  determine  who  benefited  from  the  war  in  the  gulf. 

15.  -INGF 

Having  seen  all  he  wanted  to  see  of  his  daughter’s  new  boyfriend,  Wilfred  took  two  aspirin 
and  said,  “I  just  hope  you’re  alive  in  the  morning.” 


led) 

First  Set 

1.  Thomas  Jefferson  was  our  third  president;  he  served  from  1801  to  1809. 

2.  I’m  going  to  have  to  water  the  lawn  today;  it  hasn’t  rained  in  a month. 

3.  The  President  is  going  to  veto  the  bill;  at  least  he  said  he  would. 

4.  Gypsy  moth  caterpillars  eat  oak  leaves;  later,  they  turn  into  white  and  brown  moths. 

5.  Scientists  haven’t  yet  found  a way  to  dispose  of  nuclear  waste;  politicians  haven’t  found  a 
way  to  do  without  nuclear  materials. 

led) 

Second  Set 

1.  This  is  the  fourth  time  you’ve  been  late  this  week;  therefore.  I’m  going  to  give  you  a 
demerit. 

2.  Ho  Chi  Minh  was  a communist;  in  spite  of  that,  many  people  think  he  was  the  greatest 
leader  Vietnam  ever  had. 

3.  Psychotherapy  can  be  very  expensive;  in  fact,  some  psychiatrists  charge  over  $100  an  hour. 

4.  Researchers  have  synthesized  human  growth  hormone;  as  a result,  abnormally  short 
children  can  now  look  forward  to  average  height. 

5.  You’ve  done  your  work  well;  therefore.  I’ll  let  you  off  this  time. 

lc(2) 

First  Set 

1.  Some  people  say  the  Vietnam  War  was  the  only  one  the  U.S.  has  lost,  but  the  War  of  1812 
was  not  an  overwhelming  victory. 
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2.  I don’t  remember  his  name,  yet  his  face  sticks  in  my  mind. 

3.  More  people  should  learn  how  to  use  computers,  for  they  will  play  an  ever  larger  part  in 
our  future. 

4.  He  hasn’t  turned  in  a single  paper  this  semester,  nor  has  he  turned  in  a piece  of  homework. 

5.  We  could  see  if  the  park  is  going  to  be  open  tomorrow,  or  we  could  play  ball  at  the  Y. 


lc(2) 

Second  Set 

1 . Before  you  come  to  school  tomorrow,  you  should  do  your  calculus  and  prepare  for  your 
biology  exam. 

2.  John  Kennedy  was  President  for  less  than  three  years,  yet  he  was  one  of  our  most  admired 
presidents. 

3.  Ted  Williams  broke  his  elbow  catching  a fly  ball,  but  he  played  the  rest  of  the  game. 

4.  Georgia  O’Keeffe  did  many  paintings  of  the  Southwest,  for  she  loved  the  shapes  and 
colors  of  New  Mexico. 

5.  If  they  don’t  get  some  funding  soon,  they  won’t  be  able  to  put  on  the  next  show,  nor  will 
they  be  able  to  give  their  armual  Christmas  party. 


lc(3) 

First  Set 

1 . Jimmy  Connors  was  forced  to  retire  from  the  match  because  his  back  was  giving  him  a lot 
of  trouble. 

2.  If  you’re  going  to  play  your  trumpet  so  loudly,  I wish  you  would  play  in  the  alley. 

3.  Neither  Columbus  nor  Leif  Ericson  can  be  said  to  have  discovered  America,  unless  you 
consider  Native  Americans  not  to  be  human. 

4.  Although  I had  the  highest  average  in  the  class,  I still  didn’t  get  an  A. 

5.  The  medical  profession  began  to  get  interested  in  herbal  cures  after  they  began  to 
understand  the  medicinal  properties  of  many  herbs. 
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lc(3) 

Second  Set 

1 . They  had  to  call  off  the  school  outing  early  because  the  woods  were  buzzing  with  vicious 
insects. 

2.  After  Chris  Evert  beat  her  opponent  in  straight  sets,  she  spent  two  hours  being  gracious  and 
articulate  on  television. 

3.  The  principal  sent  for  the  group  of  boys  that  had  slashed  Father  Darcon’s  tires. 

4.  You’re  sure  to  win  the  Good  Sportsmanship  award  if  they’ll  give  it  to  someone  who  isn’t  a 
man. 

5.  The  detective  was  sneaking  quietly  down  the  dark  alley  when  something  fell  out  of  a 
nearby  window. 

Id 

First  Set 

1 . Although  Rhode  Island  is  the  smallest  state,  it  has  a lot  of  coastline. 

2.  Those  flowers  are  very  pretty,  but  they  don’t  have  any  smell. 

3.  C 

4.  The  so-called  marriage  tax  means  that  married  people  sometimes  pay  more  than  they 
would  if  they  were  just  living  together.  That  doesn’t  make  sense. 

5.  Yes,  I called  Maureen,  and  I called  Jack. 

6.  Elm  Street  is  a popular  name.  It  seems  as  though  every  town  has  one. 

7.  C 

8.  The  problem  with  the  free  market  is  that  it  doesn’t  take  into  account  pollution,  and 
pollution  can  be  very  costly. 

9.  Some  people  love  celebrating  their  birthdays;  some  people  would  just  as  soon  forget  them. 

10.  Laws  requiring  motorcyclists  to  wear  helmets  are  very  controversial;  they  don’t  make  sense 
to  some  people. 

11.  Matt  thinks  Babe  Ruth  was  a better  baseball  player  than  Hank  Aaron,  because  Babe  could 
pitch  as  well  as  hit. 

12.  Women  still  can’t  vote  in  most  of  Switzerland,  yet  they  call  it  a democracy. 

13.  C 

14.  My  mother  always  said,  “Don’t  run  down  the  stairs.”  She  was  right. 

1 5 . Peggy  won’t  watch  TV  late  at  night  because  it  keeps  her  awake. 
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Id 

Second  Set 

1.  In  1958,  a wave  caused  by  a landslide  washed  1740  feet  high  along  the  shore  of  Lituya 
Bay,  Alaska. 

2.  Johnny  Mathis’s  Greatest  Hits  album  stayed  on  the  best  seller  charts  for  490  weeks,  from 
late  1958  to  July  1968. 

3.  C 

4.  Gymnastics  is  her  favorite  sport;  she  really  loves  the  balance  beam. 

5.  Chess  is  a thinking  person’s  game;  one  mental  mistake  can  ruin  a strategy  you’ve  spent 
hours  setting  up. 

6.  Heloise  gives  household  hints.  I particularly  liked  her  method  of  getting  cat  fur  off  of 
good  clothes. 

7.  On  my  next  vacation,  I want  to  go  to  San  Francisco,  the  city  of  the  golden  gate. 

8.  Jack  Kerouac  wrote  at  his  typewriter  with  long  continuous  rolls  of  paper,  so  he  didn’t  have 
to  waste  time  sticking  in  a new  sheet. 

9.  He  loved  “The  Rocky  and  Bullwinkle  Show,”  and  Fractured  Fairy  Tales  was  his  favorite 
part. 

10.  C 

1 1 . We  think  it’s  odd  that  our  baby  likes  to  eat  raw  tofu,  but  we’re  not  complaining. 

12.  Mrs.  Pingree  was  the  best  gym  teach  I ever  had.  Her  assistant  Mrs.  Maple  kept  us  in  line. 

13.  Dachshunds  are  built  so  low  to  the  ground  that  sometimes  it  seems  as  though  they  have  no 
legs  at  all. 

14.  Birthday  parties  can  cut  both  ways:  some  folks  love  them  but  they  make  other  people 
feel  old. 

15.  C 

le 

First  Set 

1 . My  sister  loves  to  play  softball.  It  is  her  favorite  game. 

2.  He  always  wanted  to  meet  Richard  Nixon,  who  is  the  only  president  to  have  resigned  his 
office. 

3.  Doing  her  taxes  ahead  of  time  led  Laura  to  make  several  mistakes. 


Copyright  © Houghton  Mifflin  Company.  All  rights  reserved. 


122 


1 : Sentence  Form:  Answers 


4.  C 

5.  I wrote  my  senator  to  complain  about  the  way  the  agency  handled  my  application  for  a 
government  job. 

6.  I like  oranges,  lemons,  and  tomatoes.  They  are  full  of  vitamin  C. 

7.  Subways  aren’t  as  dangerous  as  people  think,  but  they  are  dirty. 

8.  C 

9.  The  mistake  of  running  a red  light  cost  Minnie  her  license. 

10.  He  is  the  younger  brother  of  the  politician  who  ran  the  arms  subcommittee. 

le 

Second  Set 

1 . We  have  tried  really  hard  to  follow  the  rules  our  parents  taught  us,  so  the  rules  live  on. 

2.  Learning  that  there  isn’t  a Santa  Claus  made  Marie  very  unhappy. 

3.  To  win  game  shows  you  need  different  kinds  of  knowledge  and  skill. 

4.  Greenwich  Village  in  New  York  City  has  been  home  to  many  artists  and  musicians. 

5.  Because  he  was  deaf  by  the  time  he  wrote  his  ninth  symphony,  Beethoven  must  have  had 
internal  ears. 

6.  Dorothy  Paiker,  known  for  her  witty,  cutting  remarks,  was  also  quite  a famous  writer. 

7.  Opening  the  box  that  contained  all  the  world’s  evils  was  a big  mistake. 

8.  The  Monitor  and  the  Merrimack,  the  first  two  ironclad  ships,  battled  to  pretty  much  of  a 
draw. 

9.  C 

1 0.  Sighting  Jupiter,  the  biggest  planet,  gave  Mark  a thrill. 

lf(l) 

First  Set 

1 . When  your  car  is  greased,  tuned,  and  full  of  oil,  it’s  ready  for  your  trip. 

2.  The  cop  stopped  me  for  speeding  as  I was  driving  home  from  work. 

3.  The  archaeologists  foimd  almost  an  entire  dinosaur  skeleton. 
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14.  Abe  Lincoln  started  his  address  at  Gettysburg,  “Four  score  and  seven  years  ago.” 

15.  At  noon  I’m  going  to  the  loka  Theatre  to  watch  the  movie  High  Noon  with  Gary  Cooper. 

10 

Second  Set 

1.  On  June  1,  1990,  the  members  of  American  Legion  Post  789  held  a “Bingo  Til  You  Drop 
Night”  to  support  the  American  Cancer  Society. 

2.  Mark  said,  “You’d  better  not  take  God’s  name  in  vain  again  or  I’ll  make  sure  He  strikes 
you  down.” 

3.  He  wrote  the  book  Lies  and  Falsehoods,  but  I,  was  never  sure  whether  his  name  was 
Kenneth  R.  Paine,  the  way  he  introduced  himself  to  me,  or  R.  Kenroth  Pain,  as  the  book 
jacket  put  it. 

4.  According  to  The  New  York  Times.  Vice-President  Quayle  visited  Portsmouth,  New 
Hampshire  yesterday. 

5.  During  Fall  semester,  1990, 1 took  a chemistry  course,  a physics  course,  an  English  course, 
and  Drawing  101. 

6.  I used  to  live  on  Mulberry  Street,  but  now  I live  on  a nameless  back  road  in  Albemarle 
County,  Virginia. 

7.  I hear  that  the  Sears  Tower  is  big,  but  when  I go  to  Chicago  I most  want  to  see  the  Chicago 
Institute  of  Arts  and  the  Loop. 

8.  After  crossing  out  many  openings  for  his  letter,  Frank  skipped  the  salutation  and  just 
began,  “On  February  6,  1991,  I bought  one  of  your  Mobile  Marauder  models. 

9.  They  couldn’t  choose  between  the  names  Kyle,  Cliff,  or  Caeser,  so  when  the  baby  was  bom 
at  Portsmouth  Regional  Hospital,  he  didn’t  have  a name. 

1 0.  Virginia  Cusack,  Executive  Vice-President  for  Operations,  was  known  in  the  factory  as  the 
Pearly  Queen. 

11.  Mahatma  Gandhi,  a believer  in  civil  disobedience,  helped  to  sever  India’s  ties  with  Great 
Britain. 

1 2.  Whether  you  head  east  to  East  Orange,  south  to  South  Carolina,  or  north  to  North  Dakota, 
you’re  bound  to  find  a McDonald’s. 

13.  The  Joneses’  dog  FiUmore  flunked  K-9  Obedience  School. 

14.  “Dear  Sir  or  Madam,”  the  letter  started,  “I  can  guarantee  that  our  Swedish  Home  Massage 
plan  wiU  bring  you  relief.” 

15.  In  April,  when  the  robins  arrived,  Marilou  planted  some  gladiolas  and  some  New 
Hampshire  Midget  watermelons. 
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First  Set 

1 . Fourteen  ninety-two  may  not  be  as  important  a date  as  people  once  thought,  but  it  may 
have  been  the  first  time  a Southern  European  saw  America. 

2.  I ran  five  miles  today,  three  miles  yesterday,  and  eight  miles  Sunday. 

3.  My  grandfather  made  one  million  dollars  before  he  was  twenty-eight  years  old. 

4.  Of  the  eleven  people  at  the  party,  seven  were  old  friends,  two  were  colleagues,  and  two  were 
relatives. 

5.  On  December  seventh,  1941,  hundreds  of  Japanese  planes  attacked  Pearl  Harbor. 

6.  I was  only  making  five  dollars  an  hour,  but  that  was  two  times  my  old  wage. 

7.  The  Giants  beat  the  Cowboys  by  three  field  goals,  twenty-seven  to  eighteen. 

8.  Ten  dollars  an  hour  equals  four  hundred  dollars  for  a forty-hour  work  week  or  twenty 
thousand  dollars  a year. 

9.  When  the  Europeans  began  settling  in  the  new  world  in  the  seventeenth  century,  there  were 
millions  of  Indians  on  the  continent  and  perhaps  sixty  million  bison  on  the  plains. 

10.  Interstate  70  travels  parallel  to  the  old  U.S.  Route  40. 

11 

Second  Set 

1 . Of  the  eleven  members  of  the  starting  offense,  three  weighed  over  250,  but  they  still  got 
shut  out,  twenty-four  to  zero. 

2.  Four  times  this  year  I’ve  asked  you  to  keep  your  three  dogs  out  of  my  yard,  and  now  I’m 
going  to  have  the  cops  arrest  you  for  violation  of  city  ordinance  number  531. 
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3. 


Most  Americans  know  the  Latin  word  for  tree,  arbor,  which  we  still  use  in  names  of  plants 
like  arbor  vitae. 


4.  Some  languages  don’t  have  an  r sound,  and  some  make  no  differentiation  between  a t 
and  a d. 


5.  C 

6.  After  Dwight  laughed  at  Roger’s  clothes,  he  said  sarcastically,  “That’s  such  a nice  tie, 
Roger.  I like  it  so  much.” 

7.  In  the  San  Francisco  Bay  area,  some  people  prefer  the  San  Jose  Mercury  to  the  San  Fran- 
cisco Chronicle. 

8.  Whereas  some  Spanish  words  like  “taco”  have  become  everyday  parts  of  the  English 
language,  others  like  gringo  and  arroyo  are  used  a lot  but  still  retain  their  Spanish  flavor. 

9.  His  name  is  Greerf ield,  not  Greenview. 

10.  One  of  his  goals  in  life  was  to  make  it  into  the  Guinness  Book  of  World  Records. 
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First  Set 

These  words  should  be  circled: 

1.  acquaintance,  friend 

2.  embarrassed,  beet 

3 . Grateful,  equipment 

4.  beginning,  repetition 

5 . woman,  wrestling 

6.  Knights,  aides 

7.  independence,  responsibility 

8.  foreign,  currency 

9.  stationary,  cemetery 

10.  tomatoes,  carrots 

11.  forty,  ninety 

12.  knowledgeable,  arguments 

13.  already,  a lot 

14.  accommodations,  unnecessary 

15.  grammar,  misspells 
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14 

Second  Set 

These  words  should  be  circled: 


1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 
9. 

10. 

11. 

12. 

13. 

14. 

15. 


altos,  banjoes 
comfortable,  visible 
vertical,  horizontal 
inconceivable,  gullible 
mistake,  break 
been,  have 
martial,  dictator 
foreigners,  heights 
heroes,  ghettos 
citizen,  exercise 
surprised,  cigarettes 
proceed,  career 
occurrence,  professor 
pursue,  thoroughly 
license,  coupe 
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INTRODUCTION  TO  BASIC  MATH 


THEME  AREA  6,  UNIT  45 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  1 Operations  on  Whole  Numbers 

SECTION:  2 Adding  Whole  Numbers 

DATE:07-19-1995  TIME : 18 : 31 : 20 


PROBLEM  1 


Add 


5 

+ 4 


A)  8 

B) 

1 

C) 

9 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  2 

Add 

5 

+ 

0 

A)  5 

B) 

6 

C) 

0 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Add 

12 

+ 

6 

A)  6 

B) 

18 

C) 

14 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER:  . 

PROBLEM  4 

Add 

7 

+ 

41 

A)  14 

B) 

36 

C) 

48 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Add 

23 

+ 

56 

A)  73 

B) 

79 

C) 

76 

D) 

None 

YOUR  ANSWER : . . . 

785 

CORRECT  ANSWER: 


PROBLEM  7 


Add 


305 
+ 621 


A)  906 

B) 

926 

C) 

652 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  8 

Add 

+ 

4031 

8614 

A)  8,645 

B) 

12,645 

C) 

4,645 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  9 

Add 

+ 

83,107 
92  682 

A)  175,789 

B) 

15,789 

C) 

75,789 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  10 

Add 

+ 

503,217 
562  741 

A)  106,432 

B) 

965,958 

1 C) 

1,065,958 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  11 

Add 

23 

+ 56 

A)  79 

B) 

83 

C) 

27 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

7 Be 

ERIC 


PROBLEM  13 


Add 


64 

+ 8 


A)  72  B)-  68  C)  74  D)  None 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


PROBLEM  14 

Add  69 

27 
+ 58 


A)  144  B)  164  C)  154  D)  None 

YOUR  ANSWER: ... 

CORRECT  ANSWER: 


PROBLEM  15 


Add  898 

+ 457 


A)  9,842  B)  1,355  C)  1,265  D)  None 

YOUR  ANSWER: ... 

CORRECT  ANSWER: 


PROBLEM  16 


A)  968 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


Add  358 

271 
+ 595 


B)  1,224 


C)  1,406 


D ) None 


PROBLEM  18 


Add 


63,428 
+ 72  186 


A) 


145,218 


B)  136,  514  C)  135,614 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


^7‘ 


D ) None 


PROBLEM  20 


Add 


21,783,140 
+ 2 610  456 


A)  25,638,426  B)  24,393,596  C)  3,614,086  D)  None 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


PROBLEM  21  Find  the  total  cost  if  $42  is  spent  for  a coat  and  $74 
for  a pair  of  shoes. 


A)  $116  B)  $122  C)  $132  D)  None 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 


PROBLEM  22  Find  the  total  attendance  for  January  if  week  one  has 
4,280,  week  two  has  5,830,  and  week  three  has  7,852. 


A)  15,834  B)  19,226  C)  17,962  D)  None 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 


PROBLEM  23  Find  the  total  sales  if  you  sell  $4,526  in  March  and 
$4,863  in  April. 


A)  $9,389  B)  $8,763  C)  $7,942  D)  None 

YOUR  ANSWER: .. . 

CORRECT  ANSWER: 


PROBLEM  24  Find  the  total  milage  driven  if  you  drive  450  on  Monday, 
475  on  Tuesday,  and  385  on  Wednesday. 


A)  2,314  B)  1,310  C)  986 


o 

ERIC 


YOUR  ANSWER: . . 
CORRECT  ANSWER 


D)  None 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME:  - 

CHAPTER:  1 Operations  on  Whole  Numbers 

SECTION:  3 Subtracting  Whole  Numbers 

DATE:07-19-1995  TIME : 18 : 33 : 46 


PROBLEM  1 


Subtract 


9 

- 5 


A)  5 

B) 

4 

C) 

6 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  2 

Subtract 

4 

- 0 

A)  4 

B) 

0 

C) 

3 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Subtract 

18 
- 5 

A)  12 

B) 

23 

C) 

13 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  4 

Subtract 

45 
- 3 

A)  48 

B) 

42 

C) 

41 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Subtract 

73 
- 42 

A)  115 

B) 

23 

C) 

31 

D) 

None 

O YOUR  ANSWER:.., 
ERJ^C  CORRECT  ANSWER: 


7S9 


PROBLEM  7 


Subtract 


4,895 
2 631 


A)  1,546 


B)  2,264 


C)  6,826 


D )  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  8 

Subtract 

16-7 

A)  9 

B)  12 

C) 

23 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  9 

Subtract 

92  - 31 

A)  63 

B)  123 

C) 

61 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  10 

Subtract 

8,604  - 5,302. 

A)  4,832 

B)  3,302 

C) 

3,906 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  11 

Subtract 

4 3 
2 6 

A)  17 

B)  69 

C) 

27 

D) 

Non( 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

ERIC 


- PROBLEM  12 


PROBLEM  13 


Subtract  2 7 
- 1 8 


A)  45  B)  19  C)  9 D)  None 

YOUR  ANSWER: . . . 

CORRECT  ANSWER : 


PROBLEM  14 


Subtract  8 5 
- 7 6 


A)  161  B)  9 C)  19  D)  None 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 


PROBLEM  15 


Subtract  492 
- 1 3 6 


A)  182  B)  386  C)  356  D)  None 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 


PROBLEM  16 


Subtract  842 
- 2 3 2 


A)  610  B)  674  C)  590  D)  None 

YOUR  ANSWER: .. . 

CORRECT  ANSWER: 


PROBLEM  17 


Subtract  485 
- 4 3 8 


A)  53 


B)  47 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


O 

ERiC  problem  18 


C)  147 


D ) None 


PROBLEM  19 


Subtract  6004 
- 2 3 4 5 


A)  4,536  B)  3,659  C)  4,659  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  20  If  you 

$6,850 

have  paid  $2,360  on 
, how  much  is  left  to 

your 

pay? 

car  which 

originally  cost 

A)  $4,490 

B)  $5,632 

C) 

$2,385 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER : 

PROBLEM  21  If  you  set  aside  $250  for  food,  ! 

much  extra  do  you  have? 

but  only 

spent  $198 

, how 

A)  $82 

B)  $52 

C) 

$12 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  22  If  your  odometer  read  43,281  when  you  left  home,  but  reads 
44,682  at  the  end  of  your  trip,  how  far  did  you  travel? 

A)  401 

B)  1,401 

C) 

301 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  23  An  item  in  a store  is  marked 
much  less  does  it  cost? 

down 

from  $83 

to  $62.  How 

A)  $18 

B)  $42 

C) 

$21 

D) 

None 

YOUR  ANSWER: . , . 
CORRECT  ANSWER: 

TOTAL  CORRECT  ANSWERS  = 0 

Q PERCENTAGE  CORRECT  . . . = 0 

ERIC 


792 


% 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  1 Operations  on  Whole  Numbers 

SECTION:  4 Multiplying  Whole  Numbers 

DATE:07-19-1995  TIME : 18 : 35 : 57 


PROBLEM  1 


Multiply 


5 

X 4 


A)  15 

B)  20 

C) 

25 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  2 

Multiply 

6 

X 

6 

A)  36 

B)  12 

C) 

24 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Multiply 

9 

X 

0 

A)  18 

B)  9 

C) 

0 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  4 

Multiply 

8 

X 

5 

A)  40 

B)  42 

C) 

45 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Multiply 

53 

X 

4 

A)  196 

B)  212 

C) 

206 

D) 

None 

O YOUR  ANSWER : . . . 
ERIC  CORRECT  ANSWER: 


793 


PROBLEM  7 


Multiply  88 

X 3 


A)  264 

B)  380 

C) 

2,424 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  8 

Multiply 

X 

824 

4 

A)  4,183 

B)  3,296 

C) 

2,984 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  9 

Multiply 

X 

700 

5 

A)  3,500 

B)  42,500 

C) 

2,100 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  10 

Multiply 

X 

742 

3 

A)  4,226 

B)  3,226 

C) 

2,226 

D) 

None 

YOUR  ANSWER : . . , 
CORRECT  ANSWER: 

PROBLEM  11 


Multiply 


3407 
X 5 


A)  17,035 


B)  15,406  C)  19,035  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


794 


Multiply 


X 


69,856 

7 


A)  498,224 


488,992 


C)  588,992 


D ) None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  13 

Multiply 

1 

X 

37,000 

4 

A)  368,000 

B) 

358,000 

C) 

348,000 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  14 

Multiply 

X 

36 

24 

A)  864 

B) 

956 

C) 

728 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  15 

Multiply 

X 

30 

40 

A)  120 

B) 

1,200 

C) 

12 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  16 

Multiply 

X 

83 

27 

A)  1,988 

B) 

2,241 

C) 

3,468 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  17 

Multiply 

X 

416 

20 

CORRECFTniSWER : C 


PROBLEM  18 


Multiply 


677 
X 65 


A)  44,005  B)  42,685  C)  46,465  D)  None 

YOUR  ANSWER : . . . ' 

CORRECT  ANSWER: 


PROBLEM  19 


Multiply 


605 
X 237 


A)  462,810  B)  143,385  C)  28,463  D)  None 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 


PROBLEM  20  If  you  earn  $450  per  week,  find  the  total  pay  for  40 
weeks  of  work. 


A)  $20,000  B)  $15,000  C)  $18,000  D)  None 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 


PROBLEM  21  If  your  car  gets  42  miles  per  gallon  and  your  tank  holds 
16  gallons,  how  far  can  you  drive  on  a tank  of  gas? 


A)  672  mi.  B)  726  mi.  C)  598  mi.  D)  None 

YOUR  ANSWER: .. . 

CORRECT  ANSWER: 


PROBLEM  22  If  you  can  work  27  problems  in  one  hour,  how  many 
problems  can  you  work  in  8 hours? 


A)  236  B)  216  C)  198  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  1 Operations  on  Whole  Numbers 

SECTION:  5 Dividing  Whole  Numbers 

DATE: 07-19-1995  TIME : 18 : 39 : 04 


PROBLEM  1 


Divide 


28 


A)  7 

B)  6 

C) 

8 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  2 

Divide 

7 1 

49 

A)  9 

B)  8 

C) 

7 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Divide 

5 

75 

A)  20 

B)  15 

C) 

25 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  4 

Divide 

3 

690 

A)  203 

B)  230 

C) 

23 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Divide 

6 

1824 

A)  340 

B)  34 

C) 

304 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  6 

er|c 


Divide 


8 


6432 


YOUR  ANSWER : . . . None 
CORRECT  ANSWER:  A 


PROBLEM  7 

Divide  1 

6 6324 

A)  1,054 

B)  154  C)  1,540  D)  None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  8 

Divide  1 

7 1 3920 

A)  560 

B)  5,600  C)  56  D)  None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  9 

Divide  1 

5 1 17350 

A)  347 

B)  3,047  C)  3,470  D)  None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  10 

Divide  1 

4 1 26 

A)  5r4 

B)  6r2  C)  7rl  D)  None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  11 

Divide  j 

7 1 73 

A)  10r3 

B)  9r6  C)  llrl  D)  None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  12 

Divide  1 

5 842 

A)  158r2 

B)  181r4  C)  168r2  D)  None 

YOUR  ANSWER : . . . 

Q CORRECT  ANSWER: 

ERIC 

79S 

7 


814 


A)  114r2 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


None 


PROBLEM  14 

Divide 

41 

1 85 

A)  42rl 

B)  2r3 

C) 

28r2 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  15 

Divide 

24 

647 

A)  26r23 

B)  28r2 

C) 

25r3 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER:  . 

PROBLEM  16 

Divide 

31 

856 

A)  42r4 

B)  26r3 

C) 

27rl9 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  17 

Divide 

22 

861 

A)  28rl9 

B)  39r3 

C) 

41r3 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  18 

Divide 

91 

6845 

A)  70r25 

B)  75r20 

C) 

65r30 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  19 

/ 

Q O 

A)  126rl 

Divide 

68 

B)  226r25 

8569 

( 

C) 

Kj 

386r52 

D) 

None 

THEME  AREA  6,  UNIT  45 


Answer  Key 


Adding  Whole  #s 

Subtracting 

Multiplying 

Dividing 

Whole  #s 

Whole  #s 

Whole  #s 

1.  c 

1.  b 

1.  b 

1.  a 

2.  a 

2.  a 

2.  a 

2.  c 

3.  b 

3.  c 

3.  c 

3.  b 

4.  c 

4.  b 

4.  a 

4.  b 

5.  b 

5.  c 

5.  b 

5.  b 

6.  - 

6.  - 

6.  - 

6.  a 

7.  b 

7.  b 

7.  a 

7.  a 

8.  b 

8.  a 

8.  b 

8.  a 

9.  a 

9.  c 

9.  a 

9.  c 

10.  c 

10.  b 

10.  c 

10.  b 

11.  a 

11.  a 

11.  a 

11.  a 

12.  - 

12.  - 

12.  - 

12.  c 

13.  a 

13.  c 

13.  c 

13.  - 

14.  c 

14.  b 

14.  a 

14.  b 

15.  b 

15.  c 

15.  b 

15.  a 

16.  b 

16.  a 

16.  b 

16.  c 

17.  - 

17.  b 

17.  c 

17.  b 

18.  c 

18.  - 

18.  a 

18.  b 

19.  - 

19.  b 

19.  b 

20.  b 

20.  a 

20.  c 

21.  a 

21.  b 

21.  a 

22.  c 

22.  b 

22.  b 

23.  a 

23.  c 

p 


er|c 


THEME  AREA  6,  UNIT  46 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  5 Using  Percents 

SECTION:  4 Solving  Percent  Problems 

DATE:07-19-1995  TIME : 09 : 26 : 40 


PROBLEM  1 


What  number  is  35%  of  200?  Find  the  Amount. 


A)  90 

B) 

70 

C)  85 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  2 

What 

number 

is  40% 

of  50?  Find  the  Amount. 

A)  35 

B) 

40 

C)  20 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  3 

80%  ^ 

of  150 

is  what 

number?  Find  the 

Amount . 

A)  120 

B) 

110 

C)  100 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER : 

PROBLEM  4 

90% 

of  82 

is  what 

number?  Find  the 

Amount . 

A)  80 

B) 

73.8 

C)  75 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  5 

What 

number 

is  75% 

of  180.  Find  the 

Amount . 

A)  135 

B) 

140 

C)  145 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

802 

2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  5 Using  Percents 

SECTION:  5 Applications  of  Percent 

DATE:07-19-1995  TIME : 09 : 30 : 51 

PROBLEM  1 

How  much  interest  will  you  earn  on  $5,000  invested  at  11%? 


A)  $650  B)  $550  C)  $600  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM 

2 

If  you  deduct  15%  of  your 
will  you  set  aside? 

$400  salary  for 

savings. 

how  much 

A) 

$60 

B) 

$45 

C)  $50 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM 

3 

How  much  commission  will 
sell  an  $80,000  home? 

you  get  if  your 

rate  is  6% 

and  you 

A) 

$2,800 

B) 

$3,600 

C)  $4,800 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM 

4 

If  20%  of  a 
are  walnuts? 

10 

lb.  mixture  of  nuts  is  walnuts,  how 

many  pounds 

A) 

2 lbs. 

B) 

3 lbs. 

C)  4 lbs. 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  5 

If  the  state  sales  tax  rate  is  6%,  and  the  sales  tax  on  an 
item  is  $8.40,  what  was  the  price? 

A)  $125  B)  $135  C)  $140  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


If  you  pay  $300  yearly  interest  on  a 6%  loan,  how  much  money 
was  borrowed? 

A)  $5,000  B)  $6,000  C)  $8,000  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  7 

If  you  are  paid  5%  commission  of  your  sales,  how  much  must  you 
sell  to  earn  $2,000. 

A)  $20,000  B)  $40,000  C)  $30,000  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  8 


240  is  12%  of  what  number? 


A)  2,500  B)  3,000  C)  2,000 


D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  9 


If  27  out  of  30  people  finish  a math  course, 
completion  rate? 


what  is  the 


A)  85%  B)  90%  C)  95%  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  10 

If  you  were  charged  $18.00  interest  on  a $1200  credit  card 
balance,  what  was  the  monthly  interest  rate? 

A)  1.5%  B)  12%  C)  15%  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM 


A) 


11 

If  you  earn  $135  interest  on  a $1500 
rate? 

7%  B)  11%  C)  9% 


investment. 


D) 


what  is  the 


None 


id  YOUR  ANSWER : . . . 
ERIC  CORRECT  ANSWER: 


Sfi.l 


, If  you  have  88  dimes  in  an  800  coin  collection,  what  percent 
of  coins  are  dimes? 

A)  12%  B)  11%  C)  8%  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


TOTAL  CORRECT  ANSWERS  = 0 

PERCENTAGE  CORRECT  . . . = 0 % 


S05 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  5 Using  Percents 

SECTION:  1 Changing  a Percent  to  a Fraction  or  Decimal 


DATE: 07-21-1995 

TIME: 14: 59 

:35 

PROBLEM  1 

Change 

12%  to 

Fraction  Form. 

6 

A)  _ 
25 

3 

B)  — 
25 

9 

C)  — 
26 

D) 

None 

YOUR  ANSWER: . . - 
CORRECT  ANSWER: 

PROBLEM  2 

Change 

75%  to 

Fraction  Form. 

3 

A)  _ 

4 

23 

B)  — 
58 

25 

C) 

100 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Change 

52%  to 

Fraction  Form. 

15 

A)  _ 
26 

12 

B)  — 
25 

13 

C)  — 
25 

D) 

None 

YOUR  ANSWER: , , , 
CORRECT  ANSWER: 

PROBLEM  4 

Change 

35%  to 

Fraction  Form. 

7 

A)  _ 
20 

14 

B)  — 
50 

5 

C)  — 
14 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Change 

62%  to 

Fraction  Form. 

22 

A)  _ 

15 

B)  _ 

B0( 

31 

J C)  _ 

D) 

None 

YOUR  ANSWER : . . . None 
CORRECT  ANSWER:  C 


PROBLEM  6 


A) 


Change  48% 

to  Fraction  Form. 

12 

23 

14 

— 

B)  — 

C)  _ 

D ) None 

25 

47 

25 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  7 


3 

A)  1 _ 
17 


Change  135%  to  a mixed  number. 

7 3 

B ) 1 — C ) 1 — D ) None 

20  20 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  8 


4 

A)  1 - 
9 


Change  140%  to  a mixed  number. 

2 3 

B ) 1 — C ) 1 — D ) None 

5 5 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  9 


A) 


Change 


1 

B)  2 - 
3 


233 


1 

3 


to  a mixed  number. 


2 

C)  7 — D)  None 

3 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  10 


1 

A)  1 - 
3 


Change 

3 

B)  2 - 
5 


166 


2 

3 


% 


to  a mixed  number. 


2 

C ) 1 — D ) None 

3 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


80 


i 


A)  .12 


B) 


C)  120. 


D)  None 


YOUR  ANSWER : . . . None 
CORRECT  ANSWER:  A 


PROBLEM  12 

Change  35% 

to  Decimal  Form. 

A)  3.5 

B)  350. 

C)  .35 

D) 

None 

YOUR  ANSWER: ... 
CORRECT  ANSWER: 

PROBLEM  13 

Change  59% 

to  Decimal  Form. 

A)  5900 

B)  5.9 

C)  .59 

D) 

None 

YOUR  ANSWER: ... 
CORRECT  ANSWER 

PROBLEM  14 

Change  5%  to  Decimal  Form. 

A)  .05 

B)  .5 

C)  50 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  15 

Change  125% 

to  Decimal  Form. 

A)  1.25 

B)  12.5 

C)  1250 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  16 


Change  247%  to  Decimal  Form. 


ERJC  A)  .247 


B) 


2.47 


608 


24.7 


D)  None 


YOUR  ANSWER : . . . None 
CORRECT  ANSWER:  B 


PROBLEM  17 

Change  19.6 

% to  Decimal  Form. 

A)  1.96 

B)  .196 

C)  196 

D) 

None 

YOUR  ANSWER: ... 
CORRECT  ANSWER: 

PROBLEM  18 

Change  5.3% 

to  Decimal  Form. 

A)  .53 

B)  5.30 

C)  .053 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  19 

Change  .46% 

to  Decimal  Form. 

A)  .0046 

B)  .460 

C)  .046 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  20 

1 

Change  4 — 
2 

% to  Decimal  Form. 

A)  .045 

B)  .450 

C)  .0045 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

TOTAL  CORRECT  ANSWERS 
PERCENTAGE  CORRECT  . . 

o\o 

0.0 
II  II 

80S 

2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME : Susan 

CHAPTER:  5 Using  Percents 

SECTION:  2 Changing  a Decimal  or  a Fraction  to  a Percent 

DATE:07-21-1995  TIME : 15 : 02 : 07 


PROBLEM  1 


Change  .07 

to 

Percent 

Form. 

A)  70% 

B)  7% 

C) 

1%. 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  2 

Change  . 04 

to 

Percent 

Form. 

A)  40% 

B)  .4% 

C) 

4% 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Change  . 78 

to 

Percent 

Form. 

A)  7.8% 

B)  .78% 

C) 

78% 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  4 

Change  .55 

to 

Percent 

Form. 

A)  55% 

B)  5.5% 

C) 

.055% 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Change  . 40 

to 

SIG 

Percent  Form. 

A)  40% 

B)  .004% 

C) 

• “ o 

D) 

None 

YOUR  ANSWER : . . . None 
CORRECT  ANSWER:  A 


PROBLEM  6 


Change  .70  to  Percent  Form. 


A)  .7%  B)  70%  C)  700%  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  7 


Change  1.50 

to 

Percent 

Form. 

A)  15% 

B)  .15% 

C) 

150% 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  8 

Change  3.85 

to 

Percent 

Form. 

A)  385% 

B)  3.85% 

C) 

38.5% 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  9 

Change  .085 

to 

Percent 

Form. 

A)  .085% 

B)  8.5% 

C) 

85% 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  10 


Change  .008  to  Percent  Form. 


A)  .08%  B)  8% 


C)  .8%  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


4 


A)  75^ 


B) 


C)  43^ 


D)  None 


YOUR  ANSWER:...  None 
CORRECT  ANSWER:  A 


PROBLEM  12 

3 

Change  — 
5 

to 

Percent 

Form. 

A)  6% 

B)  .06% 

C) 

60% 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  13 

5 

Change  — 
8 

to 

Percent 

Form. 

A)  62.5% 

B)  .625% 

C) 

6.25% 

D) 

None 

YOUR  ANSWER: .. . 
CORRECT  ANSWER: 

PROBLEM  14 

4 

Change  — 

5 

to 

Percent 

Form. 

A)  8% 

B)  80% 

C) 

.08% 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  15 

1 

Change  1 — 
5 

to 

Percent 

Form. 

A)  120% 

B)  12% 

C) 

1.2% 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  16 


ERIC 


1 S' 12 

Change  2 — to  Percent  Form. 
4 


A)  22.5% 


B)  2.25% 


C)  225% 


D)  None 


YOUR  ANSWER: . . . None 
CORRECT  ANSWER:  C 


PROBLEM 

17 

1 

1 

Change  — 
3 

to  Percent  Form. 

A) 

33 

- % 
3 

B)  35% 

C)  34% 

D)  None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  18 

1 

Change  — 

to  Percent 

Form. 

6 

2 

A)  15% 

B)  18% 

C) 

16 

- % 

D ) None 

3 

YOUR  ANSWER : . . . 
CORRECT  ANSWER:  ' 

PROBLEM 

19 

3 

Change  — to 

Percent  Form. 

16 

1 

1 

A) 

18  - % 

B)  18.75% 

C)  14 

- % 

D)  None 

3 

3 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  20 

the  nearest  tenth. 

5 

Change  — to 
9 

Percent 

Form 

and 

round  answer  to 

A)  54.7% 

B)  55.6% 

C) 

53. 

5% 

D ) None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

TOTAL  CORRECT  ANSWERS  =0  8 1 ^ 

PERCENTAGE  CORRECT  . . . = 0 % 


THEME  AREA  6,  UNIT  46 


Solving  Percent 
Problems 


1. b 

2.  c 

3.  a 

4. b 

5.  a 


Answer  Kev 


Applications  of 

Changing  a 

Changing  a 

Percent 

Percent  to  a 

Decimal  to  a 

Fraction  or 

Fraction  or 

Decimal 

Percent 

l.b 

l.b 

l.b 

2.  a 

2.  a 

2.  c 

3.C 

3.  c 

3.  c 

4.  a 

4.  a 

4.  a 

5.b 

5.  c 

5.  a 

6.  a 

6.  a 

6.b 

7.b 

7.  b 

7.  c 

8.  c 

8.b 

8.  a 

9.b 

9.b 

9.b 

10.  a 

10.  c 

10.  c 

11. c 

11.  - 

11.  - 

12.  b 

12.  c 

12.  c 

13.  c 

13.  a 

14.  a 

14.  b 

15.  a 

15.  a 

16.  b 

16.  c 

17.  b 

17.  a 

18.  c 

18.  c 

19.  a 

19.  b 

20.  a 

20.  b 

THEME  AREA  6,  UNIT  47 


8i5 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME : Susan 

CHAPTER:  6 U.S.  and  Metric  Measurements 

SECTION:  7 Conversion  Between  U.S.  and  Metric 

DATE:07-19-1995  TIME : 09 : 39 : 29 


PROBLEM  1 


Convert  258  km  to 


mi 


A)  160.2  mi. 

B)  140.2  mi. 

C) 

120.8  mi. 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  2 

Convert  30  mi . to 

km. 

A)  38  km 

B)  54  km 

C) 

48.3  km 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Convert  100  yd.  to 

m. 

A)  91  m 

B)  109  m 

C) 

112  m 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  4 

Convert  100  m to 

yd. 

A)  119  yd. 

B)  109.9  yd. 

C) 

93  yd. 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Convert  26  m.  to 

ft. 

A)  85.2  ft. 

B)  27  ft. 

C) 

49.6  ft. 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

BIB 

Convert  6 ft.  to  m. 


PROBLEM  6 


YOUR  ANSWER:...  None 
CORRECT  ANSWER:  B 


PROBLEM  7 

Convert  12  in.  to  cm. 


A)  30.5  cm 

B ) 25.7  cm 

C) 

24.3  cm 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  8 

Convert  200  cm  to 

in. 

A)  68.4  in. 

B)  93  in. 

C) 

78.7  in. 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  9 

Convert  200  lb.  to 

kg . 

A)  90.9  kg 

B)  109  kg 

C) 

99  kg 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  10 

Convert  11  kg  to 

lb. 

A)  26  lb. 

B)  24.2  lb. 

C) 

22  lb. 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  11 

Convert  5 lb.  to 

kg . 

A)  3 kg 

B)  4 kg 

C) 

2.3  kg 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  12 

Convert  16  oz . to 

g* 

A)  257.6  g 

B)  453.6  g 

C) 

382.4  g 

D) 

None 

YOUR  ANSWER:  ... 

pn Ip  CORRECT  ANSWER:  ol/ 


YOUR  ANSWER : . . . None 
CORRECT  ANSWER:  C 


D)  None 


PROBLEM  14 

Convert  1/2  lb.  to 

g- 

A)  337  g 

B)  227  g 

C) 

896  g 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  15 

Convert  2000  g to 

lb. 

A)  4.4  lb. 

B)  20.2  lb. 

C) 

14.6  lb. 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  16 

Convert  4 qt . to 

L. 

A)  4.23  L 

B)  3.8  L 

C) 

2.9  L 

D) 

None 

YOUR  ANSWER: ... 
CORRECT  ANSWER: 

PROBLEM  17 

Convert  10  gal.  to 

L. 

A)  37.7  L 

B)  22  L lb. 

C) 

18.4  L 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  18 


Convert  24  cups  to  L. 


A) 


3.7  L 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


B)  4.2  L 


C)  5.7  L 


D ) None 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  6 U.S.  and  Metric  Measurements 

SECTION:  6 Metric  Measurements  of  Capacity 

DATE:07-21-1995  TIME : 15 : 08 : 46 

PROBLEM  1 

Convert  3600  ml  to  L. 


A)3.6L  B)36L  C)360L  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  2 


A)  .389  ml 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  3 


Convert  .0389  L to  ml. 

B)  389  ml  C)  38.9  ml 


3 

Convert  .45  ml  to  cm  . 


3 3 3 

A)  450  cm  B)  .45  cm  C)  45  cm 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


D ) None 


D ) None 


PROBLEM  4 


A)  406.1  L 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


3 

Convert  4,061  cm  to  L. 

B)  40.61  L mg  C)  4.061  L 


D ) None 


PROBLEM  6 


ERIC 


Convert  4,368  dl  to 

kl. 

A)  4.368  kl 

B)  43.68  kl 

C) 

.4368  kl 

D ) None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  7 

Convert  3.85  L to 

3 

cm  . 

3 

A)  3850  cm 

3 

B)  385  cm 

C) 

3 

38.5  cm 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  8 

Convert  5.34  kl  to 

L. 

A)  53.4  L 

B)  5340  L 

C) 

534  L 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  9 

Convert  4 L 36  ml 

to 

L. 

A)  4.036  L 

B)  4.36  L 

C) 

4.0036  L 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  10 

Convert  5 kl  57  L 

to 

kl. 

A)  5.0057  kl 

B)  5.057  kl 

C) 

5.57  kl 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

TOTAL  CORRECT  ANSWERS 
PERCENTAGE  CORRECT  . . 

= 0 

.=  0 % 

8-20 

2034Z 

INTRODUCTION  TO  BASIC  MATH  v I.O  Problem  Listing 
NAME: 

CHAPTER:  6 U.S.  and  Metric  Measurements 

SECTION:  8 Review 

DATE:07-3I-I995  TIME : 17 : 21 : 30 


PROBLEM  I 


Convert  96  in.  to  ft. 


A)  7 1/2  ft 

B)  8 

ft. 

C) 

8 1/2  ft. 

D) 

None 

YOUR  ANSWER : . . . 

PROBLEM  2 

Convert 

8 1/3  yd. 

to 

ft. 

A)  24  ft. 

B)  23  ft. 

C) 

25  ft. 

D) 

None 

YOUR  ANSWER : . . . 

PROBLEM  3 

Convert 

7 1/2  lbs. 

to 

OZ  . 

A)  120  oz . 

B) 

37  oz . 

C) 

96  oz . 

D) 

None 

YOUR  ANSWER: . . . 

PROBLEM  4 

Convert 

2 . 7 tons  to 

lb. 

A)  5600  lb. 

B) 

4600  lb. 

C) 

5400  lb. 

D) 

None 

YOUR  ANSWER : . . . 

PROBLEM  5 

Convert  5 

2/3  cups 

to 

OZ  . 

A)  45  1/3  oz 

B) 

27  2/3  oz . 

C) 

39  1/3  oz . 

D) 

None 

CO 

1 

YOUR  ANSWER : . . . 

V*'  , 

f 

A)  9 1/4  pt. 


2 pt . 


C)  13  1/2  pt. 


D ) None 


YOUR  ANSWER:...  None 


PROBLEM  7 


Convert  45.2  mm  to 


cm. 


A)  452  cm 


B ) 4.52  cm 


C)  .452  cm  D)  None 


YOUR  ANSWER: . . . 


PROBLEM  8 


Convert  2.8  km  to 


m. 


A)  2800  m 


B)  280  m 


C)  28  m 


D )  None 


YOUR  ANSWER: . . . 


PROBLEM  9 


Convert  .00842  kg  to 


eg. 


A)  842  eg 


B)  .842  eg  C)  8.42  eg 


D ) None 


YOUR  ANSWER: . . . 


PROBLEM  10 


Convert  136  mg  to 


A)  1360  g 


B)  .136  g 


C)  13.6  g 


D ) None 


YOUR  ANSWER: . . . 


PROBLEM  11 


Convert  .427  L to 


ml . 


A)  4.27  ml 


B ) 42 . 7 ml 


C)  427  ml 


D ) None 


O YOUR  ANSWER: 


ERIC 


8 


22 


A)  .483  L 

^''BJ^  4830  L C) 

483  L 

D) 

None 

YOUR  ANSWER : . . . None 

PROBLEM  13 

Convert  35  mi . to 

km. 

A)  49.4  km 

B)  45  km  C) 

56.4  km 

D) 

None 

YOUR  ANSWER : . . . 

PROBLEM  14 

Convert  1500  m. 

yd. 

A)  1855  yd. 

B)  1635  yd.  C)  1200  yd. 

D) 

None 

YOUR  ANSWER : . . . 

PROBLEM  15 

Convert  180  lb.  to 

ka. 

A)  81.8  kg 

B)  90.5  kg  C) 

96.4  kg 

D) 

None 

YOUR  ANSWER: . . . 

PROBLEM  16 

Convert  95  a oz 

A)  3.4  oz . 

B)  3 . 6 oz . C) 

4.1  oz . 

D) 

None 

YOUR  ANSWER: . . . 

PROBLEM  17 

Convert  20  gal . to 

L. 

A)  80.5  L 

B)  75.5  L C) 

65  L 

D) 

None 

823 

YOUR  ANSWER: . . . 

ERIC 


THEME  AREA  6,  UNIT  47 


Conversion  Between  US 


Answer  Key 


Metric  Measurements  of 


Review 


and  Metric 

Capacity 

1.  a 

1.  a 

l.b 

2.  c 

2.  c 

2.  a 

3.  a 

3.b 

3.  a 

4.b 

4.  c 

4.  c 

5.  a 

5.  - 

5.  a 

6.b 

6.  c 

6.  - 

7.  a 

7.  a 

7.b 

8.  c 

8.  b 

8.  a 

9.  a 

9.  a 

9.  a 

10.  b 

10.  b 

10.  b 

11. c 

11.  c 

12.  b 

12.  - 

13.  - 

13.  c 

14.  b 

14.  d 

15.  a 

15.  a 

16.  b 

16.  a 

17.  a 

17.  b 

18.  c 

O 

ERIC 


824' 


THEME  AREA  8,  UNIT  65 


S2S 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  3 Operations  on  Decimal  Numbers 

SECTION:  2 Adding  Decimal  Numbers 

DATE:07-19-1995  TIME : 20 : 00 : 09 


PROBLEM  1 


Add 


0.37 
+ 0.79 


ERIC 


A)  1.16 

B) 

2.31  C) 

2.01 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  2 

Add 

4.68 
+ 0.72 

A)  6.36 

B) 

4.97  C) 

5.40 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Add 

2.6392 
+ 1.42 

A)  4.1432 

B) 

4.0592  C) 

4.0483 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  4 

Add 

0 . 62  + 5.23  + 

12.6 

A)  17.85 

B) 

18.35  C) 

18.45 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Add 

0.50  + 3.99  + 

28.6 

A)  32.99 

B) 

33.09  C) 

31.09 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

826 

A)  29.2 


^ 30.275 


C)  30.085 


D ) None 


YOUR  ANSWER : . . . None 
CORRECT  ANSWER:  B 


PROBLEM  7 

Add  13.58  + 

7.239 

+ 2.5 

A)  23. 

319  B)  22.309 

C) 

23.429 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  8 

28.4572 

A) 

39.4452 

B) 

40.2352 

Add 

7.5 

2.898 

+ 0.59 

C) 

38.4452 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  9 

26.407 

A) 

309.575 

B) 

310.565 

Add 

2.89 

42 

151.263 

C) 

210.565 

D) 

None 

+ 88.005 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  10 

12 

A) 

36.4861 

B) 

37.6861 

Add 

19.632 

+ 6.0541 

C) 

38.6761 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  11 


If  Bill  spends  $55.69  for  food,  $215.00  for  lodging, 
$95.26  for  gas,  what  are  his  total  expenditures? 


and 


A)  $365.95  B)  $275.95  C)  $265.95  D)  None 


S27 


PROBLEM  12  If  Jane  ran  4.1  miles  on  Monday,  3.8  miles  on  Wednesday 
and  1.9  miles  on  Friday,  what  is  her  total  milage? 


A) 


10.2 


B)  9.8 


C)  11.8  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  13  Add  2.45  inches,  4.6  inches,  22.5  inches,  and  12  inches 


A)  40.65  in  B)  40.45  in  C)  41.55  in  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  14  Rainfall  for  three  consecutive  months  is  5.38  cm., 

3.4  cm.,  and  4.69  cm.  Find  the  total  rainfall  for  the  three  months. 


A)  13.47  cm  B)  12.68  cm  C)  11.47  cm  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


TOTAL  CORRECT  ANSWERS  = 
PERCENTAGE  CORRECT  . . . = 


828 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  3 Operations  on  Decimal  Numbers 

SECTION:  3 Subtracting  Decimal  Numbers 

DATE:07-19-1995  TIME : 20 : 01 : 52 


PROBLEM  1 

Subtract  0.95 

- 0.49 

A)  .46 

B)  .39  C)  .41  D)  None 

YOUR  ANSWER : . . . . 
CORRECT  ANSWER: 

PROBLEM  2 

Subtract  25.71 

8.42 

A)  16.29 

B)  18.29  C)  17.29  D)  None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Subtract  19.125 

3.503 

A)  15.622  B)  14.532  C)  14.712  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  4 

Subtract  42.7 

7.53 

A)  34.17 

B)  35.17  C)  34.97  D)  None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Subtract  6.93 

- 1.6  5.4 

O 

ERIC 

€29 

YOUR  ANSWER: . . . None 
CORRECT  ANSWER:  C 


PROBLEM  6 

Subtract  8 . 5 

-4.8 

3 

A)  3.73  B) 

4.74  C) 

4.83 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  7 

Subtract 

1 4 
5.3 

2 

A)  9.78  B) 

8.68  C) 

8.78 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  8 

Subtract 

18.0 

3.5 

3 

6 4 

A)  15.566  B) 

14.466  C) 

14.576 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  9 

Subtract 

4 3 . 

- 2 7.83 

1 2 

A)  14.958  B) 

14.258  C) 

15.168 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  10 

Subtract 

3 8 4 .2 
18.7 

5 1 

6 4 

A)  365.487  B) 

265.537  C) 

365.637 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

S3G 

None 


PROBLEM  12  The  outer  radius  of  a piece  of  pipe  is  3.845  inches,  and 
the  inner  radius  is  3.601  inches.  How  thick  is  the  pipe? 


A)  2.244  in  B)  .244  in  C)  1.244  in  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  13  If  your  odometer  reads  17,832.4  miles  at  the  beginning  of 
a trip  and  19,341.8  miles  at  the  end  of  the  trip,  how  far  did  you  drive? 


A)  1,509.4  mi  B)  2,507.4  mi  C)  2,156.4  mi  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  14  If  you  have  $436.24  in  your  checking  account  and  you  write 
a check  for  $28.73,  how  much  is  left  in  your  checking  account? 


A)  $395.51  B)  $389.26  C)  $407.51  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


TOTAL  CORRECT  ANSWERS  = 0 

PERCENTAGE  CORRECT  . . . = 0 % 


831 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  3 Operations  on  Decimal  Numbers 

SECTION:  4 Multiplying  Decimal  Nvimbers 

DATE: 07-19-1995  TIME : 20 : 03 : 24 


PROBLEM  1 


Multiply  7.5 

X .3 . 4 


A)  25.5 

B)  26.5 

C) 

24.5 

D) 

None 

YOUR  ANSWER:... 
CORRECT  ANSWER: 

PROBLEM  2 

Multiply 

9.8 
X 5.7 

A)  54.56 

B)  55.86 

C) 

56.76 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Multiply 

58.7 
X 25 

• 

A)  1475.5 

B)  1467.5 

C) 

146.75 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  4 

Multiply 

9.5 
X .46 

A)  53.7 

B)  56.7 

C) 

4.37 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Multiply 

43.7 

X .96 


ERIC 


n ^ r\ 


YOUR  ANSWER : . . . None 
CORRECT  ANSWER:  A 


PROBLEM  6 

Multiply 

1.35 
X . 38 

A)  51.3 

B)  5.23 

C) 

.5130 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  7 

Multiply 

.693 
X 7.3 

A)  50.859 

B)  5.0589 

C) 

6.8589 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  8 

Multiply 

52 

.473 
X 48 

A)  22.704 

B)  21.834 

C) 

21.854 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  9 

Multiply 

4.365 
X .26 

A)  3.4789 

B)  26.829 

C) 

1.1349 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  10 

Multiply 

1.009 
X .057 

A)  .57513 

B)  .057513 

C) 

5.7513 

D) 

None 

Q YOUR  ANSWER : . . . 
ERJC  correct  ANSWER: 


o33 


t of  the  shirts? 


A)  $116.00 


B)  $96.00 


$86.00 


D)  None 


YOUR  ANSWER:...  None 
CORRECT  ANSWER:  A 


PROBLEM  12 


If  1 gallon  of  water  weighs  8.34  pounds,  how  much  will 
5 gallons  weigh? 


A)  45.7  pounds  B)  31.7  pounds  C)  41.7  pounds  D)  None 

YOUR  ANSWER: ... 

CORRECT  ANSWER: 


PROBLEM  13 

What  is 
pound  is 

the  cost  of  a 6.45  pound 
$3.35? 

roast 

if 

the  cost  per 

A) 

$21.60 

B)  $18.95  C)  $17. 

83 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  14  John  earns  $7.20  per  hour.  What  is  he  paid  if  he  works 
48 . 5 hours? 

A)  $333.20  B)  $349.20  C)  $320.20  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


TOTAL  CORRECT  ANSWERS  = 
PERCENTAGE  CORRECT  . . . = 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0  Problem  Listing 
NAME: 

CHAPTER:  3 Operations  on  Decimal  Numbers 

SECTION:  5 Dividing  Decimal  Numbers 

DATE:07-19-1995  TIME : 20 : 05 : 04 


PROBLEM  1 


Divide  8 43.92 


A)  5.49 

B)  5.69 

C) 

4.49 

D) 

None 

YOUR  ANSWER: ... 
CORRECT  ANSWER:  . 

PROBLEM  2 

Divide 

6 

13.89 

A)  1.36 

B)  2.315 

C) 

2.34 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Divide 

36 

165.6 

A)  3.7 

B)  3.6 

C) 

4.6 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER : . 

PROBLEM  4 

Divide 

76 

26.22 

A)  3.36 

B)  .345 

C) 

.452 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Divide 

.6 

11.04 

A)  1.87 

B)  28.4 

C) 

18.4 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  6 

c3,d 

Divide 

5.3 

1 12.72 

YOUR  ANSWER : . . . None 
CORRECT  ANSWER:  A 


PROBLEM  7 


Divide  .24  1.728 


A)  1.253  B)  7.2  C)  4.317  D)  None 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 


PROBLEM  8 

Divide  4.5 


6.432  and  round  the  answer  to  the  nearest  tenth. 


A)  1.5  B)  1.6  C)  1.4  D)  None 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


PROBLEM  9 

Divide  3.2 


15.1  and  round  the  answer  to  the  nearest  hundredth. 


A)  5.73 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


B)  4.72 


C)  4.83 


D)  None 


PROBLEM  10 

Divide  3.14 


4.83  and  round  the  answer  to  the  nearest  hundredth. 


A)  1.54  B)  2.54  C)  1.36  D)  None 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


PROBLEM  11 

Divide  12 


2.3847  and  round  the  answer  to  the  nearest  thousandth. 


A)  .178  B)  .199  C)  .293  D)  None 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


PROBLEM  12  If  Bill  worked  40.8  hours  earning  $187.68,  how  much 
did  he  make  per  hour? 


A) 


$4.60 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


B)  $3.90  C)  $4.15 


D)  None 


A)  $3.69 


$3.25 


C)  $3.49 


D ) None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  14  If  a single  screw  weighs  .035  oz,  how  many  screws  are  in 

16  oz  bag? 


A)  382  B)  556  C)  457  D)  None 

YOUR  ANSWER: . . . 

CORRECT  ANSWER : 


TOTAL  CORRECT  ANSWERS  = 
PERCENTAGE  CORRECT  . . . = 


i 


THEME  AREA  8,  UNIT  65 


Answer  Key 


ERIC 


Adding 
Decimal  #s 


Subtracting 
Decimal  #s 


Multiplying 
Decimal  #s 


Dividing 
Decimal  #s 


1.  a 

1.  a 

1.  a 

1.  a 

2.  c 

2.  c 

2.b 

2.  b 

3.b 

3.  a 

3.b 

3.  c 

4.  c 

4.b 

4.  c 

4.  b 

5.  b 

5.  c 

5.  a 

5.  c 

6.  - 

6.  a 

6.  c 

6.  a 

7.  a 

7.b 

7.b 

7.  b 

8.  a 

8.  b 

8.  a 

8.  c 

9.b 

9.  c 

9.  c 

9.  b 

10.  b 

10.  a 

10.  b 

10.  a 

11. a 

11.  - 

11.  - 

11. b 

12.  b 

12.  b 

12.  c 

12.  a 

13.  c 

13.  a 

13.  a 

13.  - 

14.  a 

14.  c 

14.  b 

14.  c 

THEME  AREA  10,  UNIT  85 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  6 U.S.  and  Metric  Measurements 

SECTION:  2 U.S.  Measurements  of  Weight 

DATE:07-19-1995  TIME : 20 : 09 : 04 


PROBLEM  1 


Convert  35  oz . to 

lbs. 

1 

A)  2 - lbs. 
4 

1 

B)  2 - lbs. 
3 

C) 

3 

2 — lbs. 
16 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  2 

Convert  9 lbs.  to 

OZ  . 

A)  144  oz . 

B)  136  oz . 

C) 

127  oz . . 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  3 

Convert  9000  lbs.  to 

tons. 

A)  4 1/4  tons 

B)  41/2  tons 

C) 

51/4  tons 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  4 

2 

Convert  1 — tons 

to 

lbs. 

3 

A)  3,333  1/3  lbs. 

B)  3,750  lbs. 

C)  1 667 

lbs. 

D) 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  5 

Convert  88  oz . to 

lbs. 

A)  5 lbs. 

B)  5 1/2  lbs. 

C)  6 lbs. 

D)  None 

O YOUR  ANSWER : . . . 

ERiC  CORRECT  ANSWER: 

/ 

Convert  2 — lbs . to 

OZ  . 

8 

A)  38  oz . 

B)  42  oz . 

C) 

48  oz . 

D)  None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  7 

3 

Convert  — tons  to 

lbs. 

5 

A)  1400  lbs. 

B)  1200  lbs. 

C) 

1600  lbs. 

D ) None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  8 


Add  4 lbs . 7 oz . 

+ 3 lbs.  11  oz . 


A)  7 lbs.  8 oz . B)  8 lbs.  4 oz . C)  8 lbs.  2 oz.  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  9 Subtract  8 lbs.  4 oz . 

- 3 lbs . 7 oz . 


A)  3 lbs.  12  oz.  B)  4 lbs.  13  oz.  C)  5 lbs.  8 oz . D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  10  If  one  brick  weighs  1 1/4  lbs.,  how  much  would  1000 

bricks  weigh? 


A)  1250  lbs.  B)  1500  lbs.  C)  1650  lbs.  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


TOTAL  CORRECT  ANSWERS 
PERCENTAGE  CORRECT  . . 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0  Problem  Listing 


CHAPTER:  6 U.S.  and  Metric  Measurements 

SECTION:  5 Metric  Measurements  of  Mass 

DATE:07-19-1995  TIME : 20 : 10 : 43 

PROBLEM  1 

Convert  8635  g to  kg. 

A)  86.35  kg  B)  8.635  kg  C)  863.5  kg  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  2 


Convert  53  mg  to  g. 


A)  .53  g B)  530  g 


C)  .053  g D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  3 


Convert  .085  kg  to 


A)  85  g 


B)  850  g 


C)  8.5  g 


D)  None 


YOUR  ANSWER: . . . 
qORRECT  ANSWER: 


PROBLEM  4 


Convert  485  g to  mg. 


A)  .485  mg 


B)  485,000  mg  C)  4.85  mg  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  5 


Convert  2.39  kg  to  g. 


A) 


2390  g 


B)  .0239  g C)  23.9  g 


D)  None 


O YOUR  ANSWER : . . . 
ERIC  CORRECT  ANSWER: 


842 


to 


/ 

Convert 

.0873  g to 

mg. 

A)  873  mg 

B)  8 

. 73  mg 

C) 

87 . 3 mg 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  7 

Convert 

230  dg  to 

g. 

A)  23  g 

B) 

.23  g 

C) 

2.3  g 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  8 

Convert 

.0843  hg  to 

eg. 

A)  .0843  eg 

B) 

843  eg 

C) 

84.3  eg 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  9 

Convert 

.000639  kg 

to 

eg. 

A)  .639  eg 

B) 

639  eg 

C) 

63.9  eg 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  10 

Convert 

23,800  dg  to 

kg. 

A)  2.38  kg 

B) 

238  kg 

C) 

23.8  kg 

D) 

None 

YOUR  ANSWER:... 
CORRECT  ANSWER: 

TOTAL  CORRECT  ANSWERS 
PERCENTAGE  CORRECT  . . 


843 


THEME  AREA  10,  UNIT  85 


Answer  Key 


US  Measurements  of  Weights 


Metric  Measurements  of  Mass 


1.  c 

l.b 

2.  a 

2.  c 

3.b 

3.  a 

4.  a 

4.  b 

5.  b 

5.  a 

6.  a 

6.  c 

7.  b 

7.  a 

8.  c 

8.  b 

9.  b 

9.  c 

10.  a 

10.  a 

844- 


THEME  AREA  11,  UNIT  98 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0  Problem  Listing 


CHAPTER:  4 Ratio  and  Proportion 

SECTION:  4 Using  Proportions  to  Solve  Word  Problems 

DATE:07-19-1995  TIME : 20 : 18 : 43 


PROBLEM  1 

If  2 gallons  of  paint  will  cover  3 rooms,  how  many  gallons 
will  it  take  to  cover  12  rooms? 


A)  10  gal.  B)  8 gal.  C)  9 gal.  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  2 

If  two  cans  of  beans  cost  $.84,  how  much  will  12  cans 
cost? 


A)  $5.04  B)  $4.50  C)  $3.00  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  3 

If  you  drive  300  miles  on  10  gal.,  how  far  can  you  drive 
on  14  gal.? 

A)  380  miles  B)  390  miles  C)  420  miles  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  4 

If  3 inches  on  a map  is  26  miles,  how  many  miles  is 
12  inches? 


A)  134  miles  B)  126  miles  C)  104  miles  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


If  you  can  make  20  parts  in  4 hours,  how  many  parts  can 
you  make  in  12  hours? 


PROBLEM 


er|c 


84R 


YOUR  ANSWER : . . . None 
CORRECT  ANSWER:  A 


PROBLEM  6 

If  a 6 
with  a 

foot  pole  has  a 3 foot  shadow,  how  tall  is 
20  foot  shadow? 

a tree 

A)  35  ft. 

B)  40  ft. 

C)  38  ft. 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  7 

If  1 bag  1 
needed  to 

of  lime  covers  100 
cover  1200  square 

square  feet, 
feet? 

how  many 

bags  are 

A)  12  bags 

B)  14  bags 

C)  16  bags 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  8 

If  3 miles  is  equal  to  4.8  km.,  how  many  km.  is 
20  miles? 


A)  28.6  km.  B)  32  km.  C)  34.4  km.  D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  9 

If  2 oz . of  medicine  is  1 dose,  how  many  oz . is 
12  doses? 


A)  16  oz.  B)  18  oz.  C)  24  oz.  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  10 

If  an  investment  of  $4,000  earns  $580,  how  much  will  $20,000 
earn? 


A)  $2,900  B)  $1,800  C)  $1,700 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


847 


D)  None 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


CHAPTER:  2 Operations  on  Positive  Fractions 

SECTION:  7 Exponents  and  Order  of  Operations 

DATE:07-19-1995  TIME : 20 : 24 : 10 


PROBLEM  1 

Insert 

the  correct 

symbol 

between 

13  19 

— and  — . 
20  20 

13 

19 

13 

19 

19  13 

A)  — > 



B)  — 

< — 

C) 

— < — 

D ) None 

20 

20 

20 

20 

20  20 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  2 

3 

6 

Insert 

the 

correct 

symbol 

between 

— 

and 

— . 

8 

15 

6 

3 

3 

6 

3 

6 

A)  — > 



B) 

— > 



C)  - 

< 

— 

D)  None 

15 

8 

8 

15 

8 

15 

YOUR  ANSWER ; . . . 
CORRECT  ANSWER: 


PROBLEM  3 


3 5 

Insert  the  correct  symbol  between  — and  — . 

4 8 


3 5 

A)  - > - 

4 8 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


3 

B)  - < 

4 


5 

8 


5 3 

C ) — > — D ) None 

8 4 


PROBLEM  4 

2 

3 

Insert 

the 

correct 

symbol 

between 

— 

and 

— . 

5 

8 

2 

3 

3 

2 

2 

3 

A) 

> — 

B) 

— > 



C)  - 

< 

— 

D)  None 

5 

8 

8 

5 

5 

8 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  5 


7 


5 7 

Insert  the  correct  symbol  between  — and  

24  30 

5 5 7 , o S 7 


YOUR  ANSWER:...  None 
CORRECT  ANSWER:  C 


ERIC 


PROBLEM  6 

3 

Simplify  (1/2) 

1 

A)  - 
4 

1 1 

B)  - C)  - 

8 6 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  7 

2 

Simplify  (3/4) 

9 

A)  — 
16 

6 9 

B)  - C)  - 

8 4 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  8 

2 

Simplify  (2/5) (1/3) 

4 

A)  — 
15 

8 2 

B)  — C)  — 

15  45 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  9 

2 2 

Simplify  (5/9)  (18/25) 

24 

A)  — 
81 

4 

B)  4 C)  — 

25 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  10 

2 2 

Simplify  (2/7)  (7/8)  (8/9) 

7 

A)  - 
9 

1 56 

B)  — C)  — 

18  89 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

- 849 

A)  4 


B)  8 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


None 

B 


PROBLEM  12 


A)  7 


3 

Simplify  (2  + 7)  -r  5 + 4 

13 

B)  6 C)  — 

5 


D ) None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  13 

3 

3 

2 

Simplify 

— + 

— 

- — 

5 

10 

3 

7 

4 

3 

A)  — 

B) 



C) 

— 

D ) None 

30 

15 

10 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  14 


A) 


13 

10 


Simplify 


3 

5 


B) 


17 

10 


C) 


19 

10 


D ) None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  15 


A) 


3 

7 


Simplify 


2 

(2/3)  *(1/5  + 3/10)  6/15 


B) 


5 

9 


2 

C)  — 
15 


D ) None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


TOTAL  CORRECT  ANSWERS  = 
PERCENTAGE  CORRECT  . . . = 


er|c 


THEME  AREA  11,  UNIT  98 


Answer  Key 


Using  Proportions  to  Solve  Word  Exponents  & Order  of  Operations 

Problems 


1.  a 

l.b 

2.  a 

2.  c 

3.  c 

3.  a 

4.  c 

4.  a 

5.  a 

5.  c 

6.  b 

6.  b 

7.  a 

7.  a 

8.  b 

8.  c 

9.  c 

9.  c 

10.  a 

10.  b 

11.  - 

12.  a 

13.  a 

14.  c 

15.  b 

2034Z 

INTRODUCTION  TO  BASIC  MATH  V 1.0 


Problem  Listing 


NAME: 

CHAPTER:  2 Operations  on  Positive  Fractions 

SECTION:  2 Reducing  Fractions 

DATE:07-21-1995  TIME : 14 : 42 : 06 


PROBLEM  1 14 

Reduce  the  fraction,  — . 

28 


1 

B)  - 
2 


7 

C ) — D ) None 

14 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  2 

24 

Reduce 

the  fraction. 

— 

• 

36 

2 

6 

12 

A) 



B) 

— 

cy 

— 

D ) None 

3 

9 

18 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  3 0 

Reduce  the  fraction,  — . 

10 

1 

A)  — B)  10  C)  0 D)  None 

10 

YOUR  ANSWER:..,. 

CORRECT  ANSWER: 


PROBLEM  4 


1 

A)  - 
3 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


45 

Reduce  the  fraction,  — . 

15 


1 

B)  — C)  3 

15 


D ) None 


PROBLEM  5 


5 


A)  _ 


20 

Reduce  the  fraction,  — . 

28 

5 852  10 

B)  - C)  — 


D ) None 


CORRECT  ANSWER 


PROBLEM  6 

3 

1 

Reduce  the  fraction, 
9 3 

18 

12’ 

2 

A)  — or 
2 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

1 - 
2 

B)  - or  1 - 
6 6 

C) 

3 

D)  None 

PROBLEM  7 60 

Reduce  the  fraction,  — . 

80 

15  2 3 

A)  — B)  - C)  - D)  None 

20  3 4 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 


PROBLEM  8 48 

Reduce  the  fraction,  . 

144 


15  3 

A)—  B)—  C)  — D)  None 

3 9 17 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


PROBLEM  9 

18 

2 

Reduce  the 
9 

fraction, 

1 

36 

16 

3 

A)  — or 
8 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

2 - 
8 

B)  - 
4 

or  2 — 
4 

C) 

4 

D ) None 

PROBLEM  10 

19 

Reduce  the 

fraction. 

, 

47 

3 

5 

8 

A)  - 

B)  - 

C) 



D)  None 

8 

7 

13 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 

C 0 P 

A) 


3 12 

4 16 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


3 10 


B)  - = — 


4 16 


3 15 

C ) - = — D ) None 

4 16 


PROBLEM  12  5 

Find  the  missing  numerator  in  the  equation,  — 

17 

5 20  5 15  5 10 

A)  — = — B)  — = _ O — = — 

17  51  17  51  17  51 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


51 

D ) None 


PROBLEM 

13 

3 

o 

Find  the 

missing 

numerator 

in  the  equation. 

— = 

8 

32 

3 

9 

3 

14 

3 

12 

A)  - 

= — 

B) 

— 

= 

C)  - = 



D)  None 

8 

32 

8 

32 

8 

32 

YOUR  ANSWER: . . . 

CORRECT 

ANSWER : 

PROBLEM 

14 

5 

o 

Find  the 

missing 

numerator 

in  the  equation. 

— 

= , 

4 

1 

4 

5 

25 

5 

20 

5 

15 

A)  - 

= — 

B) 

— 

= 

C)  - = 



D ) None 

1 

4 

1 

4 

1 

4 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM 

15 

1 

9 

Find 

the  missing 

numerator 

in  the  equation. 

— = 

4 

60 

1 

15 

1 

12 

1 

20 

A)  - 

= 

B) 

— 

= 

C)  - = 



D)  None 

4 

60 

4 

60 

4 

60 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  16  11 

Find  the  missing  nvimerator  in  the  equation,  — 

16 

O 11  22  11  33^54 

ERJC  A)  _ = _ B)  _ = _ C) 


11 


44 


9 


64 


D ) None 


CORRECT  ANSWER: 


PROBLEM  17 

Find 

the 

Least  Common  Multiple 

of  7 

and  21. 

A)  42 

B) 

21 

C) 

35 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  18 

Find 

the 

Least  Common  Multiple 

of  14  and  42 . 

A)  42 

B) 

84 

C) 

56 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  19 

Find 

the 

Least 

Common 

Multiple  of  44 

and  12 . 

A)  144 

B) 

660 

C) 

132 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  20 

Find 

the 

Least 

Common 

Multiple  of  3, 

9 , and  2 1 . 

A)  72 

B) 

63 

C) 

36 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

TOTAL  CORRECT  ANSWERS  = 
PERCENTAGE  CORRECT  . . . = 


S55 


2034Z 

INTRODUCTION  TO  BASIC  MATH  V 1.0 


Problem  Listing 


NAME: 

CHAPTER:  2 Operations  on  Positive  Fractions 

SECTION:  3 Adding  Fractions 

DATE:07-21-1995  TIME: 14: 44 : 13 


PROBLEM  1 


Add 


2 

— + 
5 


1 

5 


3 

3 

A)  _ 

B)  - 

C)  5 

D ) None 

10 

5 

YOUR  ANSWER: .. . 
CORRECT  ANSWER: 

PROBLEM  2 7 11 

Add  - + — 

3 3 


A) 


13 

3 


C)  6 


D ) None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  3 

5 

3 

1 

Add 



+ — 

+ — 

8 

8 

8 

9 

1 

7 

11 

3 

A)  - 

or  1 — 

B) 

— 

C) 

— or  1 



D ) None 

8 

8 

8 

8 

8 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  4 

3 

9 

11 

Add 

— + 

' 

+ — • 

16 

16 

16 

17 

23 

A) 

16 

B) 

16 

C)  2 D)  None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  5 


Add 


4 5 9 


+ 


7 


+ 


7 


7 


9 


1 


23 


18 


4 


YOUR  ANSWER: . . 
CORRECT  ANSWER 


PROBLEM  6 21 

Add  _ + _ 

3 6 


A) 


3 

9 


5 

B)  - 

6 


1 

C ) — D ) None 

3 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  7 

26 

Add 

6 

4 

— + 
9 

2 

15 

1 

A) 

45 

B)  — 
24 

C) 

4 

D ) None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  8 

7 

Add 

7 

3 

40 

4 

+ — 
25 

47 

A)  — 

60 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

B)  — 
65 

C) 

200 

D ) None 

PROBLEM  9 


6 

A)  _ 

21 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


Add 


1 

3 


5 

+ — 
19 


34 


B)  — 


57 


2 


C)  - 


7 


D ) None 


PROBLEM  10  11 

Add  _ + _ 

3 4 


7 

A)  _ 
12 


7 

C)  - 

8 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


D ) None 


7 


8 


PROBLEM  12  155 

Add  _ + _ + — 

3 6 12 


19 

7 

11 

1 

— or  1 

_ 

B)  — 

C)  - 

D ) None 

12 

12 

21 

2 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  13  2 

3 

Add  1 

+ — 
5 


13 

A)  

15 


B) 


3 


8 


3 

C)  D)  None 

5 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  14 

2 

A) 

5 

B) 

1 

7 

14 

2 

Add 

3 

+ 

14 

C) 

9 

D) 

None 

14 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  15 

5 

A) 

17 

B) 

15 

6 

18 

18 

Add 

2 

+ 

19  1 

9 

C) 

or  1 

D) 

None 

18  18 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  16 


4 


9 

7 


+ 


41 

A)  

45 


11 

B)  

24 


Add 


12 


YOUR  ANSWER: . . 
CORRECT  ANSWER 


PROBLEM  17  1 

4 - 

Add  3 

4 

7 — 
15 

A) 

C) 

2 

12  — 
15 

3 

11  - 
5 

B) 

D) 

12 

10  — 
5 

None 

YOUR  ANSWER:...  None 
CORRECT  ANSWER:  C 

PROBLEM  18  3 

12 

33 

7 _ 

A) 

12  — 

B) 

12  — 

Add  8 

28 

40 

9 

5 — 

3 

20 

C) 

12  - 

D) 

None 

7 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 

PROBLEM  19  2 

13 

9 

6 _ 

A) 

21  — 

B) 

22  — 

Add  7 

35 

35 

3 

15  — 

21 

35 

C) 

23  — 

D) 

None 

35 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 

TOTAL  CORRECT  ANSWERS  = 
PERCENTAGE  CORRECT  . . . = 


653 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  2 Operations  on  Positive  Fractions 

SECTION:  4 Subtracting  Fractions 


DATE:07-21-1995 

TIME: 14: 46 

:17 

PROBLEM  1 

7 

5 

Subtract 

— 

— 

12 

12 

4 

1 

1 

A)  — 

B) 



C) 

.... 

12 

6 

12 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 

PROBLEM  2 

23 

17 

Subtract 

— 

— 

30 

30 

1 

7 

4 

A)  - 

B) 

— 

C) 

5 

30 

30 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 

PROBLEM  3 

33 

16 

Subtract 

— 

— 

45 

45 

2 

2 

17 

A)  _ 

B) 

... 

C) 

5 

9 

45 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 

PROBLEM  4 

11 

7 

Subtract 

— 

24 

24 

1 

5 

5 

A)  _ 

B) 

— 

C) 

— 

D ) None 


D ) None 


D ) None 


24 


12 


D ) None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  5 


2 


23 


14 


YOUR  ANSWER: . . 
CORRECT  ANSWER 


PROBLEM  6 

7 

4 

Subtract 

— 

9 

15 

23 

7 

2 

A)  — 
45 

B) 

15 

C) 

5 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  7 

5 

3 

Subtract 



— 

8 

16 

1 

7 

2 

A)  _ 
16 

B) 

16 

C) 

16 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  8 

5 

1 

Subtract 



— ^ 

9 

6 

7 

2 

4 

A)  _ 
18 

B) 

9 

C) 

6 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  9 

4 

1 

Subtract 

— 

5 

15 

4 

13 

11 

A)  _ 
15 

B) 

15 

C) 

15 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  10 

13 

7 

Subtract 



— 

16 

12 

11 

3 

5 

A)  _ 
48 

B) 

16 

C) 

12 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

S61 

PROBLEM  12 

7 

2 

31 

A) 

— 

B) 

— 

Subtract 

8 

9 

72 

4 

— 

3 

9 

C) 

8 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  13 

18 

1 

3 

24 

A) 

14 

— 

B) 

13  — 

Subtract 

33 

33 

11 

9 

- 

11  — 

2 

33 

C) 

12 

— 

D) 

None 

3 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 

PROBLEM  14 

12 

7 

5 

47  — 

A) 

24  — 

B) 

23  — 

Subtract 

17 

12 

12 

5 

- 

23  — 

5 

17 

C) 

24  — 
12 

D) 

None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER : 

PROBLEM  15 

1 

3 

1 

5 - 

A) 

2 - 

B) 

2 - 

Subtract 

8 

8 

8 

5 

- 

3 - 

1 

8 

C) 

1 - 

D) 

None 

2 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  17 

5 

7 

17 

Subtract 

15  — 
12 
17 

2 — 

A) 

11 

12 

1 

B) 

12  — 
24 

24 

C) 

13 

12 

D) 

None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  18  How  much  milk  is  left  in  a four  gallon  container  if  2/3 
of  a gallon  has  been  used? 

12  2 
A)  3 - gal  B)  3 - gal  C)  2 - gal  D)  None 

3 3 3 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


PROBLEM  19  If  a 2 1/4  foot  section  is  cut  from  a 3 1/2  foot 
board/  how  much  is  left? 

3 3 1 

A)  1 - ft  B)  - ft  C)  1 - ft  D)  None 

4 4 4 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


TOTAL  CORRECT  ANSWERS  = 
PERCENTAGE  CORRECT  = 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  2 Operations  on  Positive  Fractions 

SECTION:  5 Multiplying  Fractions 

DATE:07-21-1995  TIME : 14 : 48 : 54 


PROBLEM  1 


Multiply 


4 

15 


3 

12 


1 

A)  — 
15 


2 

B)  — 
15 


3 

C)  — D)  None 

28 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  2 

3 

7 

Multiply 

— 

• _ 

7 

6 

2 

5 

1 

A)  - 

B)  - 

C) 

— 

D)  None 

7 

6 

2 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  3 

1 

5 

Multiply 

— 

• 

5 

8 

5 

1 

1 

A)  — 

B)  - 

C) 

— 

D)  None 

40 

8 

2 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  4 

5 

15 

Multiply 

— 

X — 

9 

25 

2 

1 

2 

A)  - 

B)  - 

C) 

— 

D)  None 

5 

3 

3 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  5 


er|c 


2 5 

Multiply"-- — — • — 

12 


A) 


B) 


3 


-C) 


D)  None 


CORRECT  ANSWER 


PROBLEM  6 

5 

Multiply 

3 

7 

^ • 

2 

6 

14 

3 

1 

A)  - 
7 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

B) 

14 

C) 

— or 
2 

1 - 
2 

D ) None 

PROBLEM  7 

4 

1 

Multiply 

— 

• ^ 

7 

5 

3 

2 

4 

A) 

— 

B)  - 

C) 



D ) None 

7 

5 

35 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  8 

14 

27 

Multiply  — 

— 

9 

2 

9 4 

A)  21 

B)  - or  1 - 

C)  3 

D ) None 

5 5 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  9 

3 

Multiply 

9 

3 

16 

12 

• 

17 

1 

A)  — 
17 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

B)  — 
68 

C) 

34 

D)  None 

PROBLEM  10 


Multiply 


18 

44 


22 

6 


A) 


4 1 

— or  1 — 
3 3 


B) 


3 1 

- or  1 - 
2 2 


C) 


5 2 

- or  1 - 
3 3 


YOUR  ANSWER :..  . S^5 

CORRECT  ANSWER:  - "■ 


D ) None 


19 


1 


5 


D ) None 


A)  6 


YOUR  ANSWER: . . . None 
CORRECT  ANSWER:  A 


PROBLEM  12 

1 

Multiply 

1 

11 

3 

• 

4 

3 

2 - 
5 

3 

A)  4 - 
4 

B)  4 

20 

C) 

5 - 
5 

D ) None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  13 

1 

Multiply 

3 

3 

3 

• 

4 

1 

1 - 
5 

1 

A) 

5 - 
4 

B)  3 

4 

C) 

4 - 
2 

D ) None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  14 


A)  7 


1 

Multiply  2 — X 3 

2 


1 

C)  7 - 
2 


D ) None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  15 

2 

Multiply 

1 

3 

— X 

8 

3 

3 - 
7 

2 

A) 

1 - 
7 

B)  4 - 
8 

C) 

3 - 
7 

D ) None 

YOUR  ANSWER : . , . 
CORRECT  ANSWER: 


PROBLEM  16 


Multiply 


1 2 

3 — X 4 — 
2 3 


B) 


5 

A)  7 - 

6 


3 


C)  8 


D ) None 


CORRECT  ANSWER: 


PROBLEM  17 

1 

Multiply 

4 

3 

1 

— X 

3 

1 

2 - 
4 

3 

A) 

00 

1 

B) 

00 

1 

C) 

9 - 
4 

D ) None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  18 

1 

Multiply 

1 

4x6- 

2 

1 

A)  12  - 
2 

B)  26 

C) 

24  - 
2 

D ) None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  19  A person  can  row  a boat  2 1/2  miles  in  one  hour.  How 
far  can  he  row  in  11/3  hours? 

3 14 

A)  2 — mi.  B)  3 — mi.  C)  2 — mi.  D)  None 

5 3 5 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


PROBLEM 

20 

A car  gets 

25  2/5 

miles  per 

gallon.  How 

far 

can  it 

travel  on  4 

gallons 

of  gas? 

1 

3 

A) 

105 

mi . B ) 

103  - 

mi . C) 

101  - mi. 

D) 

None 

5 

5 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  21  A worker  earns  6 1/2  dollars  per  hour.  How  much  does 
he  earn  in  41/3  hours? 

1 1 

A)  28  - dollars  B)  32  dollars  C)  29  - dollars  D)  None 
6 3 

YOUR  ANSWER: ... 

CORRECT  ANSWER: 


equal  parts. 


PROBLEM  22 


2034Z 

INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  2 Operations  on  Positive  Fractions 

SECTION:  6 Dividing  Fractions 

DATE:07-21-1995  TIME : 14 : 51 : 34 


PROBLEM  1 


Divide 


3 

7 


3 

2 


1 

A)  - 
2 


2 

B)  - 
7 


2 

C)  - 
3 


D ) None 


YOUR  ANSWER : 

CORRECT  ANSWER: 


PROBLEM  2 


Divide 


16 

33 


4 

11 


4 1 

A)  - or  1 - 
3 3 


5 

B)  — 
11 


C) 


2 

33 


D ) None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  3 


11  5 

Divide  — -r  — 

15  12 


A)  2 - 
3 


B)  1 - 
5 


44  19 

C)  — or  1 — 
25  25 


D ) None 


YOUR  ANSWER: . . , 
CORRECT  ANSWER: 


PROBLEM  4 


12  4 

Divide  — -r  — 

13  39 


A)  1 


13 


B)  2 — 
13 


C)  9 


D ) None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  6 

1 

1 

Divide 

-T 



4 

16 

1 

1 

A)  4 

B)  2 - 

C) 

3 — 

D ) None 

4 

16 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  7 

1 

Divide 

8 

15 

16 

5 

1 

A) 

6 

B)  6 

C) 

2 - 
5 

D ) None 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  8 

1 

Divide 

2 

5 

3 

1 

3 

A) 

2 - 
3 

B)  1 - 
3 

C)  5 

D ) None 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  9 

5 

3 

Divide 



-r  

7 

7 

1 

8 

1 

5 

2 

A)  2 

— 

B)  - or  1 

— 

C) 

— or 

1 - 

D ) None 

7 

7 

7 

3 

3 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  10 


4 

Divide  _ i 4 

3 


A) 


1 

4 


YOUR  ANSWER: , , , 
CORRECT  ANSWER: 


1 

B)  - 
3 


C) 


3 

4 


D ) None 


PROBLEM  12 


Divide  8 — 
4 


3 

2 - 

4 


A)  3 


B)  2 - 
4 


C)  3 - 
4 


D ) None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER; 


PROBLEM  13 


Divide  — 
12 


1 

2 - 
3 


A)  4 


5 

B)  - 
3 


1 

C)  - 
4 


D)  None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  14 


Divide 


5 

8 


3 

2 _ 

4 


A)  3 - 
4 


5 

B)  — 
22 


3 

C)  - 

4 


D ) None 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  15 


Divide  7 — 
5 


7 

1 — 
12 


A)  4 - 
5 


B)  5 - 
4 


C)  4 - 
5 


D ) None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  16 


ERIC 


A) 


1 

2 - 


; 2 

Divide  1 — -f 
3 

3 1 

B)  _ or  1 - 


1 

1 - 
9 


87(1 


C)  2 


D ) None 


YOUR  ANSWER:...  None 
CORRECT  ANSWER:  B 


PROBLEM  17  How  many  1/4  pound  bags  of  candy  can  you  make  from  a 

2 3/4  pound  box  of  candy? 


A)  8 B)  11  C)  10  D)  None 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


PROBLEM  18  How  many  1/3  oz  containers  of  medicine  can  you  fill 
from  a 6 1/3  oz  bottle? 


A)  19  B)  12  C)  15  D)  None 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  19  How  many  1 1/4  foot  sections  of  board  can  be  cut  from  a 
16  foot  board? 


4 

A)  14  B)  16  C)  12  _ D)  None 

5 

YOUR  ANSWER: . . . 

CORRECT  ANSWER: 


PROBLEM  20 

How  many  3/4  pound 
3 pound  roast? 

portions  of  meat 

can  be  cut 

from  a 

A)  5 

B)  4 

1 

C)  5 - 

D) 

None 

3 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


TOTAL  CORRECT  ANSWERS  = 
PERCENTAGE  CORRECT  . . . = 


O 

ERIC 


THEME  AREA  11,  UNIT  98 


Answer  Key 


Reducing  Adding 

Fractions  Fractions 


Subtracting  Multiplying  Dividing 

Fractions  Fractions  Fractions 


1. b 

2.  a 

3.  c 

4.  c 

5.  b 

6.  a 

7.  c 

8.  a 

9.  b 

10.  d 

11.  a 

12.  b 

13.  c 

14.  b 

15.  a 

16.  c 

17.  b 

18.  a 

19.  c 

20.  b 


l.b 

l.b 

1.  a 

1.  b 

2.C 

2.  a 

2.  c 

2.  a 

3.  a 

3.  c 

3.  b 

3.  c 

4.b 

4.  a 

4.  b 

4.  c 

5.C 

5.  - 

5.  - 

5.  - 

6.b 

6.  a 

6.  c 

6.  a 

7.  a 

7.b 

7.  c 

7.  a 

8.  c 

8.  a 

8.  a 

8.  c 

9.b 

9.  c 

9.  b 

9.  c 

10.  a 

10.  a 

10.  b 

10.  b 

11.  - 

11.  - 

11.  - 

11.  - 

12.  a 

12.  b 

12.  b 

12.  a 

13.  a 

13.  b 

13.  c 

13.  c 

14.  b 

14.  a 

14.  c 

14.  b 

15.  c 

15.  c 

15.  a 

15.  a 

16.  a 

16.  - 

16.  b 

16.  b 

17.  c 

17.  b 

17.  c 

17.  b 

18.  b 

18.  a 

18.  b 

18.  a 

19.  a 

19.  c 

19.  b 

19.  c 

20.  c 

20.  b 

21.  a 

S72 
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INTRODUCTION  TO  BASIC  MATH  v 1.0 


Problem  Listing 


NAME: 

CHAPTER:  7 Geometric  Figures 

SECTION:  1 Finding  the  Perimeter  of  Geometric  Figures 

DATE:07-19-1995  TIME : 20 : 32 : 35 

PROBLEM  1 Find  the  Perimeter  of  the  given  Square  (a  Square  has  equal 

sides  and  90  degree  angles). 


A) 

8 cm. 

B) 

16  cm. 

0f igure7 . 104,25,229 

C) 

12  cm. 

D) 

None  of  these 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  2 Find  the  Perimeter  of  the  given  Quadrilateral  (a 

Quadrilateral  is  any  four  sided  plane  figure). 


A) 

22 

H) 

ft 

• 

B) 

24  ft. 

C) 

23 

H) 

ft 

• 

D) 

None  of  these 

0figure7. 105,25,229 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  3 Find  the  Perimeter  of  the  given  Parallelogram  (a  parallel- 
ogram has  opposite  sides  parallel  and  equal). 


A) 

30 

yds . 

B) 

26  yds. 

C) 

24 

yds . 

D) 

None  of  these 

0figure7. 106,25,229 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  4 Find  the  Perimeter  of  the  given  Rhombus  (a  rhombus  is  a 

parallelogram  with  all  sides  equal). 


A) 

25  m. 

B) 

30  m. 

C) 

20  m. 

D) 

None  of  these 

0figure7.1O7,25,229 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


YOUR  ANSWER : . . . None 
CORRECT  ANSWER:  C 


PROBLEM  6 


Find  the  Perimeter  of  the  given  Triangle. 


0figure7. 109, 25, 229 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


A) 

33  m. 

B) 

26  m. 

C) 

28  m. 

D) 

None  of  these 

PROBLEM  7 Find  the  Perimeter  of  the  given  Right  Triangle  (a  right 

triangle  has  one  90  degree  angle). 


A) 

26  m. 

B) 

24  m. 

C) 

28  m. 

D) 

None  of  these 

0f igure7 .110,25,229 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  8 Find  the  Circumference  of  a Circle  with  Dicuaeter  of  12  inches. 


0figure7.111,25,229 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


A)  40  in. 
C)  38  in. 


B)  37.68  in. 

D)  None  of  these 


PROBLEM  9 Find  the  Circumference  of  a Circle  with  Radius  3 cm. 

A)  18.84  cm. 

C ) 21  cm . 

0figure7. 112,25,229 

YOUR  ANSWER : . . . 

CORRECT  ANSWER: 

PROBLEM  10  Find  the  Perimeter  of  the  following  figure. 


B ) 18  cm . 

D)  None  of  these 


0figure7. 113,25, 229 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


A) 

40 

in. 

B)  39.42  in. 

C) 

38 

in. 

D)  None  of  these 
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INTRODUCTION  TO  BASIC  MATH  V I.O  Problem  Listing 


CHAPTER:  7 Geometric  Figures 

SECTION:  2 Finding  the  Area  of  Geometric  Figures 

DATE:07-19-1995  TIME : 20 : 33 : 44 


PROBLEM  1 


Find  the  Area  of  the  given  Square. 


A)  12  cm. 2 


B)  36  cm. 2 


@f igure7 .205, 25,229 


C)  16  cm. 2 


D)  None  of  these 


YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  2 Find  the  Area  of  the  given  Parallelogram. 


A) 

64 

yds . 2 

B)  40  yds . 2 

C) 

36 

yds . 2 

D)  None  of  these 

@f igure7 .213,25,229 

YOUR  ANSWER: ... 
CORRECT  ANSWER: 


PROBLEM  3 

Find  the  Area 

of  the  given 

Rhombus . 

A) 

12  m.2 

B) 

9 m.  2 

@figure7.211,25,229 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

C) 

15  m.2 

D) 

None  of  these 

PROBLEM  4 Find  the  Area  of  the  given  Rectangle. 


A) 

96 

mi . 2 

B) 

112  mi. 2 

C) 

64 

mi . 2 

D) 

None  of  these 

@figure7.206,25,229 


YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


YOUR  ANSWER:...  None 
CORRECT  ANSWER:  A 


PROBLEM  6 Find  the  Area  of  the  given  Right  Triangle. 


A) 

24 

ft.  2 

B) 

36  ft. 2 

C) 

48 

ft.  2 

D) 

None  of  these 

0figure7.2O8,25,229 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


PROBLEM  7 Find  the  Area  of  a Circle  with  a given  Diameter  of  12  in. 


A) 

144  in. 2 

B)  113.04  in. 2 

C) 

96  in. 2 

D)  None  of  these 

0figure7.2O9,25,229 

YOUR  ANSWER : . . . 
CORRECT  ANSWER:  ' 


PROBLEM  8 Find  the  Area  of  a Circle  with  Radius  3 cm. 


A) 

24.2  cm. 2 

B)  18  cm. 2 

C) 

28.26  cm. 2 

D)  None  of  these 

0figure7.21O,25,229 

YOUR  ANSWER : . . . 
CORRECT  ANSWER:  ■ 


PROBLEM  9 Find  the  Area  of  the  following  figure. 


A) 

72  in. 2 

B) 

100  in. 2 

0figure7.212,25,229 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

C) 

86.13  in. 2 

D) 

None  of  these 

TOTAL  CORRECT  ANSWERS  = 
PERCENTAGE  CORRECT  . . . = 


O 

ERIC 


C-fK 

-a-ry. 
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INTRODUCTION  TO  BASIC  MATH  V 1,0 


Problem  Listing 


NAME: 

CHAPTER:  7 Geometric  Figures 

SECTION:  3 Finding  the  Volume  of  Geometric  Shapes 

DATE:07-19-1995  TIME : 20 : 35 : 11 


PROBLEM  1 


Find  the  Volume  of  the  Rectangular  Solid. 


0figure7.3O4,25,229 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


3 

3 

A) 

30  m. 

B) 

24  m. 

3 

C) 

10  m. 

D) 

None  of 

these 

of 

the  Rectangular 

Solid 

3 

3 

A) 

18  ft. 

B) 

36  ft. 

3 

C) 

150  ft. 

D) 

None  of 

these 

PROBLEM  2 


0figure7.3O5,25,229 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 


PROBLEM  3 


Find  the  Volume  of  the  given  Cylinder. 

3 


0figure7.3O6,25,229 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 


A)  401.92  cm. 


C)  128.34  cm. 


B)  64  cm. 

D)  None  of  these 


ERJC  your  ANSWER:  ..  . None 


831 


PROBLEM  5 


Find  the  Volume  of  the  given  Sphere. 


A) 

64.18  yds. 

B) 

267.95  yds. 

0 figure? .308,25,229 

C) 

3 

326.14  yds. 

D) 

None  of  these 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  6 

Find 

the 

Volume 

of  the  given 

Sphere . 

A) 

3 

8.15  mm. 

B) 

3 

33 .49  mm. 

0figure7.3O9,25,229 

C) 

3 

16.25  mm . 

D) 

None  of  these 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

PROBLEM  7 

Find 

the 

Volume 

of  the  given 

figure . 

A) 

3 

30  ft. 

B) 

3 

36  ft. 

0figure7. 310, 25,229 

C) 

3 

28  ft. 

D) 

None  of  these 

YOUR  ANSWER : . . . 
CORRECT  ANSWER: 

PROBLEM  8 

Find 

the 

Volume  of  the  given 

figure. 

A) 

3 

267 . 95  m . 

B) 

3 

426.4  m. 

0figure7.311,25,229 

C) 

3 

342 .6  m. 

D) 

None  of  these 

YOUR  ANSWER: . . . 
CORRECT  ANSWER: 

TOTAL  CORRECT  ANSWERS  = 
PERCENTAGE  CORRECT  . . . = 


S82 
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Answer  Key 


Perimeter 

Area 

Volume 

l.b 

1.  c 

1.  a 

2.  c 

2.  b 

2.  c 

3.  a 

3.  c 

3.  a 

4.  c 

4.b 

4.  - 

5.  - 

5.  - 

5.  b 

6.  a 

6.  a 

6.  b 

7.  b 

7.  b 

7.  a 

8.  b 

8.  c 

8.  a 

9.  a 

9.  c 

10.  b 

COMMUNICATION  SKILLS  FOR  OMRDD  DIRECT  CARE  WORKERS 


DISTANCE  LEARNING  STUDY  GUIDE 
TOPICS  AND  LEARNING  OBJECTIVES 


TBEME  AREA  1:  Introduction  to  Distance  Learning,  and  Reflections  on  the  Relationship 
Between  Direct  Care  Work  and  Communication  Skills  (Units  1-7) 


Job  Context:  Overview  of  Distance  Learning  and  Its  Relationship  to  Direct  Care 

Communication  Skills:  Understanding  Distance  Learning;  Using  Computers  for  E-mail  and 
Word  Processing  on  the  Job 

Objectives: 

• become  acquainted  with  distance  learning  model  components: 

• computers 

• e-mail 

• regular  mail 

• telephone 

• video 

• paper  & pencil 

• understand  purpose  of  course 

• become  famihar  with  e-mail  and  word  processing 

• practice  using  regular  mail  and  e-mail  to  make  initial  contact  with  Instructor 


Job  Context:  Relationship  Between  Direct  Care  Work  and  Communication  Skills 

Communication  Skills:  Improving  Writing  Skills;  Developing  Connecting  & Interviewing 
Skills;  Review  Different  Responsibilities  of  Direct  Care  Workers;  Reading  Comprehension 

Objectives: 

• recognize  job  tasks  that  require  reading,  writing,  and  math 

• review  reporting  requirements  for  worksite 

• practice  writing 

• review  importance  of  connecting  skills 

• review  procedures  for  getting  information 

• review  different  aspects  of  Direct  Care  Work 

• comprehend  written  material  about  Direct  Care  Workers 

• skim  written  material  about  Direct  Care  Workers 

• understand  technical  vocabulary  through  context 

• consult  with  others  for  information 

• establish  e-mail  study  partner  or  study  group 


Job  Context:  Understanding  and  Using  Technical  Vocabulary 

Communication  Skills:  Expanding  Knowledge  of  Technical  Vocabulary;  Learning  a Technique 
for  Understanding  Vocabulary  Words;  Reading  Comprehension 

Objectives: 

• review  terminology  used  by  service  providers,  occupational  therapists,  etc. 

• review  technical  vocabulary 

• introduce  method  for  understanding  vocabulary  in  the  context 

• use  the  context  for  vocabulary  development 


2 


THEME  AREA  2:  Writing  Notes  and  Narratives  (Units  8 - 16) 


Job  Context:  Writing  Notes  (or  Log  Entries) 

Communication  Skills:  Recognizing  Pertinent  Information;  Writing  Skills;  Planning  to  Write; 
Writing  a Note;  Reading  Comprehension;  Reading  Comprehension  of  Notes 

Objectives: 

• review  purpose  of  notes 

• describe  how  you  distinguish  between  significant  and  irrelevant  information 

• plan  to  write 

• relay  accurate,  precise  information  in  writing 

• review  correct  use  of  technical  vocabulary 

• review  correct  spelling,  sentence  structure,  and  verb  form 

• read  and  review  notes 

• read  and  review  Information  Documentation  guidelines 


Job  Context:  Writing  Notes 

Communication  Skills:  Distinguishing  Between  Relevant  and  Irrelevant  Information;  Editing 
Skills;  Learning  Techniques  for  Assessing  Own  Writing 

Objectives: 

• describe  how  you  distinguish  between  significant  and  irrelevant  information 

• detect  and  correct  grammatical  and  spelling  errors 

• recognize  importance  of  good  handwriting  or  penmanship 

• implement  a procedure  for  assessment  of  own  writing 

Job  Context:  Writing  Notes  and  Narratives 

Communication  Skills:  Writing  Skills;  Reading  Comprehension 

Objectives: 

• review  written  material  on  effective  writing 

• review  guidelines  for  clear  writing 

• use  simple  and  direct  vocabulary 

• review  correct  spelling,  sentence  structure,  and  verb  forms 

• apply  editing  skills 


88  G 
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Job  Context:  Writing  Notes:  Spelling  Individuals'  Names  and  Other  Proper  Nouns  Correctly; 
Spelling  Technical  Words  Correctly 

Communication  Skills:  Spelling;  Learning  a Technique  for  Self-Study  of  Spelling  Words; 
Dictionary  Skills 

Objectives: 

• review  the  importance  of  spelling  individuals'  names  correctly 

• spell  individuals'  names  correctly 

• practice  spelling  technical  words  correctly 

• review  spelling  rules  and  apply  to  writing 

• review  using  a dictionary 

• learn  a technique  for  self-study  of  spelling  words 


Job  Context:  Writing  Notes:  Using  Correct  Grammar  and  Punctuation 

Communication  Skills:  Using  Correct  Verb  Forms;  Using  Correct  Punctuation;  Writing  Skills 

Objectives: 

• review  concept  of  subject-verb  agreement 

• review  verb-tense  agreement 

• review  rules  for  using  commas 

• practice  using  correct  grammatical  form 


Job  Context:  Writing  Notes  From  Own  Observations 

Communication  Skills:  Writing  Skills;  Observational  Skills;  Problem-Solving 
Objectives: 

• express  observations  in  writing 

• compare  and  contrast 

• assess  and  correct  own  writing 

• make  a problem-solving  decision 


THEME  AREA  3:  Incident  Reports  (Units  17  - 24) 


Job  Context:  Incident  Report  Regulations 

Communication  Skills:  Reading  Comprehension;  Problem-Solving;  Writing  Skills 
Objectives: 

• review  Incident  Report  regulations 

• review  written  material  about  Incident  Reports 

• describe  how  you  distinguish  between  different  types  of  incidents  or  allegations  of  abuse 

• describe  how  you  make  decisions  regarding  incidents  or  allegations  of  abuse 

• review  technical  vocabulary  through  the  context 

• describe  how  you  apply  regulations  to  own  practice 

• improve  writing  skills 


Job  Context:  Incident  Reports 

Communication  Skills:  Reading  Comprehension;  Problem-Solving;  Writing  Skills 
Objectives: 

• review  Incident  Reports 

• review  written  material  about  Incident  Reports 

• review  technical  vocabulary  through  the  context 

• describe  how  you  apply  regulations  to  own  practice 

• improve  writing  skills 


Job  Context:  Vocabulary  Pertaining  to  Incident  Reports 

Communication  Skills:  Vocabulary  Development;  Reading  Comprehension 

Objectives: 

• review  use  of  vocabulary  on  Incident  Report  fonn 


Job  Context:  Writing  Descriptions  of  Incidents 

Communication  Skills:  Developing  Observational  Skills;  Note-Taking  Skills;  Writing 
Descriptions  of  Incidents 

Objectives: 

• cultivate  observational  skills 

• review  important  components  of  incident  description 

• review  writing  descriptions  of  incidents 

• check  completion  and  accuracy  of  own  descriptions 

• improve  writing  skills 

• practice  note-taking 


THEME  AREA  4:  Incident  Reports,  Part  Two  (Units  25  - 37) 


Job  Context:  Incident  Report  Regulations 

Communication  Skills:  Reading  Comprehension,  Problem-Solving 

Objectives: 

• review  Incident  Report  regulations 

• review  written  material  about  Incident  Reports 

• make  decisions  regarding  incidents 

• understand  technical  vocabulary  through  the  context 


Job  Context:  Vocabulary  Pertaining  to  Incident  Reports 

Communication  Skills:  Vocabulary  Development;  Reading  Comprehension 

Objectives: 

• review  vocabulary  on  Incident  Report  form 

• use  vocabulary  that  appears  on  Incident  Report  form 


Job  Context:  Filling  Out  Incident  Report  and  Allegation  of  Client  Abuse  Forms 

Communication  Skills:  Following  Directions;  Understanding  Categories  on  Forms;  Reading 
Comprehension;  Filling  in  an  Incident  Report;  Filling  in  an  Allegation  of  Client  Abuse  Form 

Objectives: 

• follow  directions  on  an  Incident  Report  and  Allegation  of  Client  Abuse  Form 

• review  categories  on  Incident  Report  and  Allegation  of  Client  Abuse  Form 

• review  written  material  on  Incident  Reports  and  Allegation  of  Client  Abuse  Forms 

• check  completeness  and  accuracy  of  Incident  Reports 

• complete  an  Incident  Report  and  Allegation  of  Client  Abuse  form 


Job  Context:  Writing  Descriptions  of  Incidents  (Incident  Report  Form  147  (I),  #25) 

Communication  Skills:  Developing  Observational  Skills;  Reading  Comprehension;  Writing 
Skills;  Writing  Descriptions  of  Incidents 

Objectives: 

• cultivate  observational  skills 

• recognize  important  components  of  incident  description 

• practice  writing  incident  descriptions 

• check  completeness  and  accuracy  of  own  descriptions 


Job  Context:  Accurately  Completing  Incident  Reports 
Communication  Skills:  Writing  Skills;  Improving  Grammatical  Skills 
Objectives: 

• review  subject- verb  agreement 

• practice  writing  skills 


Job  Context:  Review  of  Incident  Reports 

Communication  Skills:  Following  Directions;  Understanding  Categories  on  Forms;  Reading 
Comprehension;  Writing  Descriptions  of  Incidents 

Objectives: 

• review  categories  on  Incident  Report 

• review  written  material  on  Incident  Reports 

• recognize  important  components  of  incident  description 

• practice  writing  incident  descriptions 

• practice  skimming  and  scanning 

• use  regulations  as  reference  materials 


Job  Context:  Completing  Other  Forms  Related  to  Incident  Reporting 

Communication  Skills:  Following  Directions;  Understanding  Categories  on  Forms;  Reading 
Comprehension;  Writing  Skills 

Objectives: 

• follow  directions  on  forms 

• review  categories  on  forms 

• review  purpose  of  forms 

• practice  writing 


THEME  AREA  5:  Individualized  Planning  Process  (Units  38  - 44) 


Job  Context:  Preparation  for  the  Individualized  Planning  Process 

Communication  Skills:  Reading  Comprehension;  Building  Technical  Vocabulary;  Writing 
Skills;  Improving  Sentence  Structure 

Objectives: 

• review  basic  concept  of  Individualized  Planning  Process 

• review  material  on  Individualized  Planning  Process 

• read  and  understand  forms  related  to  the  Individualized  Planning  Process 

• review  meaning  of  words  used  frequently  in  Individualized  Planning  Process 

• use  context  to  determine  meaning  of  unfamiliar  words 

• use  correct  sentence  structure  in  writing 

• detect  and  correct  grammatical  errors  891 
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Job  Context:  Presenting  a Case  at  an  Individualized  Planning  Process  Meeting 
Communication  Skills:  Writing  Skills;  Summarizing  Skills;  Interpersonal  Skills 
Objectives: 

• synthesize  information 

• identify  most  important  ideas 

• use  correct  grammar  and  technical  vocabulary 

• relay  accurate,  precise  information  in  writing 

• review  meeting  preparation 

• write  ideas  in  a professional  manner 

• read  and  understand  forms  and  reports  pertaining  to  an  individual's  case  record 


Job  Context:  Individualized  Planning  Process;  Problem-Solving 

Communication  Skills:  Reading  Comprehension;  Writing  Skills;  Interpersonal  Skills; 
Problem-Solving 

Objectives: 

• practice  writing  skills 

• employ  problem-solving  strategies 


THEME  AREA  6:  Medications  (Units  45  - 56) 

Job  Context:  Medications:  Math  Refresher 

Communication  Skills:  Mathematical  Skills;  Problem-Solving  Skills 
Objectives: 

• review  addition,  subtraction,  multiplication,  division 

• review  calculation  of  percent 

• practice  conversion  of  measurement  units  to  the  metric  system 

• apply  basic  math  skills  to  job-typical  problems 


Job  Context:  Writing  Medical  Notes 
Communication  Skills:  Writing  Skills 
Objectives: 

• write  figures,  addresses,  times,  percentages,  and  dates  correctly 

• distinguish  between  significant  and  irrelevant  information 

• relay  accurate,  precise  information  in  writing 

• use  technical  vocabulary  correctly 

• use  correct  abbreviations  in  writing 

• recognize  pertinent  information 


Job  Context:  Knowledge  of  Types  of  Medications 
Communication  Skills:  Following  Directions;  Reading  Comprehension 

Objectives: 

• follow  directions 

• comprehend  medication  label 

• practice  locating  information  on  medications 


Job  Context:  Medication  Administration 

Communication  Skills:  Following  Directions;  Writing  Skills;  Reading  Comprehension; 
Vocabulary  Development;  Dictionary  Skills 

Objectives: 

• review  medical  regulations 

• review  written  material  on  medication  administration 

• build  technical  vocabulary 

• practice  using  the  dictionary 

• understand  technical  vocabulary  through  the  context 
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THEME  AREA  7:  Communicating  and  Connecting  with  Individuals  (Units  57  - 62) 


Job  Context:  Communicating  and  Connecting  with  Individuals 

Communication  Skills:  Summarizing  Concepts;  Writing  Skills;  Demonstrating  Understanding 
and  Empathy;  Problem-Solving  Skills 

Objectives: 

• summarize  main  ideas  of  oral  presentation 

• demonstrate  understanding  and  empathy 

• recognize  individuals  as  people 

• review  written  material  on  sensitivity  to  individuals 

• comprehend  written  material  on  supported  living 

• improve  writing  skills 

• apply  training  material  to  practice 

• skim  and  scan  textual  material 

• expand  vocabulary 


Job  Context:  Ethics 

Communication  Skills:  Summarizing  Concepts;  Writing  Skills;  Demonstrating  Understanding 
and  Empathy;  Problem-Solving  Skills 

Objectives: 

• summarize  main  ideas  of  oral  presentation 

• demonstrate  understanding  and  empathy 

• recognize  individuals  as  people 

• improve  writing  skills 


THEME  AREA  8:  Managing  Daily  Living  Activities  (Units  63  - 71) 


Job  Context:  Emergency  Procedures 

Communication  Skills:  Locating  Information;  Reading  Comprehension;  Writing  Skills; 
Skimming  and  Scanning;  Note-Taking 

Objectives: 

• skim  and  scan  written  materials  on  fire  evacuation 

• understand  written  material  on  fire  evacuation 

• analyze  a problem  pertaining  to  fire  evacuation 

• practice  note-taking  skills 

• practice  writing  skills 


Job  Context:  Purchasing  and  Preparing  Food 

Communication  Skills:  Reading  Comprehension;  Using  Unit  Pricing;  Interpreting  Nutritional 
Labels 

Objectives: 

• reading  figures  and  charts 

• using  basic  computation  skills 


Job  Context:  Managing  Daily  Living  Activities;  Math  Refi-esher 
Communication  Skills:  Mathematical  Skills;  Problem-Solving 
Objectives: 

• practice  problem-solving  with  decimals 

• apply  basic  math  skills  to  job-typical  problems 
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Job  Context:  Interacting  with  Medical  Community 

Communication  Skills:  Developmental  Connecting  Skills;  Relaying  Information;  Writing 
Skills;  Problem-Solving;  Using  a "Consult"  Form 

Objectives: 

• recognize  role  as  advocate  for  individual 

• practice  communicating  information 

• use  writing  skills 

Job  Context:  Refresher;  Spelling 
Communication  Skills:  Spelling;  Dictionary  Skills 
Objectives: 

• review  words  most  often  misspelled 

• review  spelling  rules 

• review  using  a dictionary  for  spelling  and  meaning 


Job  Context:  Daily  Living  Activities 

Communication  Skills:  Reading  Comprehension;  Writing  Skills 
Objectives: 

• comprehend  written  material  on  leisure  and  recreational  activities 

• apply  procedure  to  practice 

• review  plan  of  activities  for  one  individual 

• practice  writing 

• practice  reading  and  filling  out  forms 

• find  methods  to  locate  resources  for  activities  in  own  community 

• employ  problem-solving  skills 


THEME  AREA  9:  Improving  Productivity  and  Job  Efficiency  Through  Personal 
Development  (Units  72  - 78) 


Job  Context:  Job  Productivity  and  Efficiency 

Communication  Skills:  Reading  Comprehension;  Problem-Solving;  Writing  Skills 
Objectives: 

• review  written  material  on  problem-solving 

• recognize  own  job  strengths  and  areas  of  possible  improvement 


Job  Context:  Reducing  Stress  on  the  Job 

Communication  Skills:  Reading  Comprehension;  Vocabulary  Development;  Following 
Directions;  Problem-Solving;  Writing  Skills 

Objectives: 

• review  terminology  related  to  stress  management 

• review  written  material  on  stress  reduction 

• learn  stress  reduction  methods 

• practice  writing  skills 

• employ  problem-solving  strategies 

• apply  stress  reduction  methods 

• identify  indicators  of  feeling 

• identify  stressful  situations 


Job  Context:  Preventing  Back  Injuries 

Communication  Skills:  Reading  Comprehension;  Writing  Skills 
Objectives: 

• review  written  material  on  stress  reduction 

• practice  writing  skills 
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THEME  AREA  10:  Preview  of  Direct  Care  for  Transitional  Staff  (Units  79  - 92) 


Job  Context:  Reading  Material  Related  to  the  Job 

Communication  Skills:  Reading  Comprehension;  Writing  Skills;  Math  Skills 
Objectives: 

• review  material  pertaining  to  Direct  Care  work 

• review  a care  description 

• understand  technical  vocabulary  through  the  context 

• locate  important  information  in  text 

• improve  comprehension  skills 


Job  Context:  Preparing  for  Entry  and  Upgrading  Exams 
Communication  Skills:  Writing  Skills;  Study  Skills 
Objectives: 

• practice  summarizing  skills 

• practice  note-taking  skills 

• practice  writing  skills 

• review  components  of  Direct  Care  work 


Job  Context:  Overview  of  Direct  Care  Work 
Communication  Skills:  Writing  Skills 
Objectives: 

• provide  overview  of  Direct  Care  work 

• relay  accurate,  precise  information  in  writing 

• use  correct  grammar  and  punctuation 

• practice  editing  skills 

• summarizing  skills 

• practice  writing  skills 


Job  Context:  Math  Refresher 


Communication  Skills:  Mathematical  Skills;  Problem-Solving 
Objectives: 

• review  U.S.  measurements  of  weights 

• review  metric  measures  of  mass 

• apply  basic  math  skills  to  job-typical  problems 


Job  Context:  Writing  Reports  and  Record  Keeping 

Communication  Skills:  Writing  Skills;  Reading  Comprehension;  Vocabulary  Development 
Objectives: 

• review  writing  notes  and  narratives 

• review  purpose  of  notes 

• relay  accurate,  precise  information  in  writing 

• practice  editing  skills 

• use  correct  grammar  and  punctuation 


Job  Context:  Writing  Other  Reports  and  Forms 

Communication  Skills:  Following  Directions;  Reading  Comprehension 

Objectives: 

• understand  categories  on  forms  and  charts 

• follow  directions  to  complete  forms 

• practice  reading  forms 

• improve  writing  skills 


Job  Context:  Understanding  and  Implementing  Activities  of  Daily  Living 
Communication  Skills:  Reading  Comprehension;  Writing  Skills;  Problem-Solving 
Objectives: 

• comprehend  written  materials  on  activities  of  daily  living 
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THEME  AREA  11:  Career-Related  College  and  Academic  Skills  (Units  93  - 102) 


Job  Context:  Preparation  for  PONSI  Course 

Communication  Skills:  Reading  Comprehension;  Writing  Skills 

Objectives: 

• comprehend  a catalogue  of  course  offerings 

• comprehend  textual  material 

• understand  technical  vocabulary  through  the  context 

• develop  word  recognition  skills 

• locate  important  information  in  text 

• improve  comprehension  skills 

• introduce  a procedure  for  studying  text  materials 

• learn  techniques  for  skimming  and  scanning 

• practice  skimming  skills 

• practice  note-taking  skills 


Job  Context:  Effective  Writing  Skills 

Communication  Skills:  Writing  Skills;  Reading  Comprehension 
Objectives: 

• review  guidelines  for  clear  writing 

• use  correct  grammar  and  punctuation 

• prepare  to  write 

• practice  organizing  ideas 

• review  and  practice  how  to  organize  writing 

• use  vocabulary  correctly 


Job  Context:  Advanced  Math  Skills 

Communication  Skills:  Mathematical  Skills;  Problem  Solving 
Objectives: 

• review  geometric  figures 

• review  ratios  and  proportions 

• practice  using  proportions  to  solve  word  problems 

• review  operations  on  positive  fi-actions 
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THEME  AREA  12:  Planning  for  the  Future  and  Evaluation  of  Distance  Learning 
Program  (Units  103  - 105) 


Job  Context:  Setting  Short-,  Medium-,  and  Long-Range  Goals  for  Work,  Training,  and 
Education 

Communication  Skills:  Reading  Comprehension;  Writing  Skills;  Problem-Solving 
Objectives: 

• understand  the  relationship  between  planning  for  the  future  and  actualizing  goals 

• learn  how  to  set  short-,  medium-,  long-range  goals 

• set  goals  in  three  areas:  job,  training,  education 

• practice  writing  skills 


Job  Context:  Educational  and  Training  Programs 
Communication  Skills:  Reading  Comprehension;  Writing  Skills 
Objectives: 

• become  familiar  with  educational  and  training  programs  available 

• comprehend  written  material  on  educational  and  training  programs 

• relate  educational  and  training  opportunities  to  own  goals 

• practice  writing  skills 


Job  Context:  Educational  and  Training  Programs 
Communication  Skills:  Writing  Skills 
Objectives: 

• evaluate  participation  in  Distance  Learning  Course 
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